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CAREER ENHANCEMENT PROGRAM
PERFORMANCE REPORT

February, 1993

ABSTRACT
The Career Enhancement Program is a workplace literacy partnership
project located in the Shenandoah Valley of Virginia. Through the project,
a partnership was formed between James Madison University, Massanutten
Technical Center (education partners); Merck & Co. Inc., Perdue Farms,
Inc., Rocco Enterprises Inc., Valley Blox Inc. and WLR Foods, inc. (industry
partners); and Harrisonburg-Rockingham Chamber of Commerce (supporting

group).

OBJECTIVES

The major objectives of the project were to deliver individualized
workplace literacy instruction to employees on a mobile learning
center or in on-site classes at plant sites, assessment of each company
and their employees' workplace literacy needs, development of a job-
specific workplace curriculum, documentation of employees' progress,
provision of staff develcpment, evaluation of the project and
dissemination of the results.

PROCEDURES

An Advisory Board consisting of industry representatives, project
staff and teachers was organized and operated throughout the period to
assist in planning and ronitoring the project activities. An individualized
program was developed to serve participants with a wide range of

mathematics, reading and language skill needs from beginning to pre-




college levels, English-as-a-Second Language and job-specific workplace
instruction.  The instructional schedule was arranged so that the
employees would be in class during work hours wherever possible.
The companies paid the employees for one-half the time they were in
class. The schedule included 20 classes on the mobile unit and 14 classes
on-site each week. The existing mobile unit classes from the first
demonstration project (1988-1990) for Rocco and WLR were transitioned
onto four newly deveioped on-site classes. The two companies paid the
costs of the instructional staff, materials and equipment. The project
provided Resource Management which included staff development,
evaluation of materials, monthly student progress reports and evaluation
of the on-site classes. A workplace curriculum was developed to assist
employees in reading and understanding company materials- and performing

mathematics, language, problem-solving, critical thinking and other tasks
refated to their job. ’

RESULTS

The results show that there were 446 participants enrolled. A total
of 273 participants progressed one or more competency levels in at least
one subject area: Mathematics, Reading and Language. Completion data
indicate that a total of 175 completed the Advanced (38), GED (68), ABE
(57) and ESL (12) levels. The dropout rate was 20%, even lower than the
first project. Dissemination activities included development of a project
video and brochure, interviews and articles in local, state and national
newspapers, newsletters, television and radio and research and program
presentation in local, state and national meetings. External evaluation

indicated a high level of satisfaction with project activities.




I. THE COMPARISON OF THE ACTUAL RCCOMPLISHMENTS TO THE OBJECTIDES
SET FORTH IN THE APPROUED GRANT PROPOSAL IS DESCRIBED BELOLW.

ive 1: A s the workpl liter r iremen f
in ries dministering workpl udit identi h
skills needed by employees to do their jobs effectively or

van in _their careers.

During the first phase of the grant period, workpiace audits were
conducted beginning in March, 1991 and were updated periodically as the
need arose. Human resource managers, supervisors, and company trainers
were interviewed to assist project staff in identifying the literacy skills
needed by worker to achieve this objective. The results of the workplace
audits revealed a wide range of industry needs. The poultrv companies and
the building supply company were interested in improving the literacy
skills of employees so that they could read and understand their materials
(drug abuse policies, health and safety information, benefits, other
company policies, bulletin board notices, etc.). Health and safety on the
job were of specific concern because they affected production and
operational procedures. Rocco and WLR Foods emphasized the need for
English-as-a-Second Language (ESL) classes that go beyond "oral
instruction,” classes that teach reading and writing to their non-English
speaking employees. They were also interested in improving the
mathematics and writing skills of employees who could advance to better
positions within the industry, if they had such skills. All three poultry
companies emphasized the completion of the General Education
Development (GED) as a means of encouraging employees to take advanced
training for supervisory positions, mechanics, office work, nursing, and
other jobs. In addition to reading skills noted above, improved skills in

fractions, measurement, conversion, etc. were essential for certain jobs
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at Valley Blox, a building supply company. Merck & Co., Inc.'s goal was to
improve its employees' advanced reading including critical and problem-
solving skills so that they could comprehend complex company materials.
Additionally, they indicated a need for instruction in reading and
mathematics skills for employees who needed improvement in those areas.
(A sample interview form used with industry personnel is included in
Appendix A.)

Objective 2. Assess adult workers identified by their
employers as needing an improved level of literacy, other basic
skills, critical thinking and problem solving _skills.

Workers were assessed initally in Phase 1 through interviews,

standardized tests, and mastery tests correlated to the competency-based
curriculum. The interviews yielded information on the participants'
background and their perception of their literacy skill needs. Similar
assessment procedures were utilized for new students when they entered
the program during the grant period. The Test of Adult Basic Education

(TABE) was utilized to obtain an estimate of the workers' level of reading,
mathematics and language skills. However, since this is a standardized
instrument, the teachers arnalyzed the results and provided a more
accurate entry level assessment through the use of the Comprehensive

Competency Program (CCP) mastery tests. For low achieving students,

unable to cope with the TABE, the r Reading Inven Word List was
administered. The Basic English Skills Test (BEST) was administered to
ESL students on entry and they were given the TABE as they progressed in
the program,




Objective 3. Plan, implement and monitor an individualized
instructional program for both native and foreign-born aduilts

based upon the results of the workplace audits and the workers'
assessments.

The CCP management system was used to record test information
and thus monitor progress of all students throughout the grant period.
Students’ testing information in mathematics, readi.. and language was
grouped into the Adult Basic Education (ABE) 0-8 level and the General
Educational Development (GED)/Advanced 9-12, pre-college levels. In
addition to the standardized and mastery test results, teacher observation
of students was an important tool to determine attitude and progress
towards individualized goals. Each student's program was planned
individually based on his/her test results and teacher observation. Since
space on tne mobile learning center and on-site was limited, class size
was held to 10-12 students. This enabled the teachers to provide
individualized instruction to groups that usually included a wide range of
levels in the ABE (0-8) or GED/Advanced category (9-12/Advanced).
Individualized instruction was planned with the student's goals (to
improve literacy or successfully achieve the GED) and the company's goals
(to improve reading, mathematics and language skilis) so that students
could more accurately read company materials or efficiently perform
tasks that required these skills. Thus, along with ABE or GED/Advanced
skills, instruction was provided in reading company materials, performing
mathematics and measurement skills and writing tasks identified in the
workplace audits. Non-English speaking students were provided with an
ESL program that focused on oral and written language and math skilis
needed for the job. When their ESL skills improved, they were placed in
the ABE program. Interviews with ESL students indicated that a large
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number were interested in completing the GED. (This may take a long time
commitment on the part of the workers and the industry since learning a

new language for adults is difficult).

jective 4. Design an velop rriculum material
upon the literacy and other skills required for the occupation of
the workers.

The task of developing a workplace curriculum for the diverse
population of workers proved to be a challenging one. A different
curriculum was developed for each of the five partners. Before beginning
the development of a curriculum, company materials were analyzed for
readability and, as expected, they were written at much higher levels than
the students' literacy achievement. For example, the WLR drug policy was
determined to be about college level, clearly not appropriate for workers
who ranged from beginning literacy to 10-11th level. The first efforts
concentrated on developing a reading curriculum for Perdue, Rocco, WLR
and Valley Blox by revising and rewriting company materials which
described policies on benefits, drug and alcohol, safety procedures, health
awareness, etc. While there were some similarities, there were also
many differences. For example, the safety procedures at the poultry
companies dealt with wearing earplugs, gloves, appropriate clothing, fire
safety, and proper handling of equipment. At Valley Blox, the safety rules
included prohibition of drinking during work hours; wearing appropriate
heavy shoes, gloves, and hard hats in certain areas; proper handling of
small tools; using ear protection; wearing safety goggles; proper use of
compressed gas or oxygen materials; procedures when working around
hazardous materials and using respirators when needed. A special

mathematics curriculum was developed for Valley Blox which dealt with




fractions, measurement, board feet, beginning geometry, two-step word
problems, and beginning algebra when changes in the student enroliment
showed mathematics was a more critical need. (The reading curriculum
was developed, but not completed because it is in the process of revision).
The English-as-a-Second Language (ESL) curriculum for Rocco and WLR
Foods focused on the workplace communication needs as well as the
reading, mathematics and language skills of their non-English speaking
employees. Special poultry plant units (modules) which included dialogues
and scenarios that related to the ESL workers' jobs were developed. For
example, the WLR Chickens unit "Getting Dressed for Work" included
situations where workers practiced asking for certain objects of clothing
in the supply room. Pictures, a "Clothing Encyclopedia", "Situation
Cards”, worksheets and comprehension questions were utilized in this
instructional unit. Where appropriate, the job-specific competencies
were correlated with the CCP basic skill or ESL functional competencies
to provide for a sequence of skill development and management. The Merck
& Co., Inc. curriculum was developed with the assistance of the Merck
training division. The goal was to update employees' skills in working
with equipment so that safety and job performance would be improved.
While most of the employees had sufficient "reading" skills, they had
problems reading and comprehending the company-produced operational
manuals. The Merck materials were revised so that the employees could
read them using critical thinking and problem solving skills. Specially
developed mastery tests based on the Merck materials were integrated
into the CCP management system. An outline of the completed curriculum

for all five companies is attached in Appendix A. A copy of the Career
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Enhancement Program Curriculum is also enclosed with this report.

Objective 5. Deliver workplace literacy and other literacy
skills _instruction through the use of a mobile learning center

and in-plant traipnina facilities.

The mobile learning center operated five days a week on a twelve-
week cycle, four cycles per year (48 weeks). A total of 18 two-hour
class sessions and two three-hour classes were held on the van each
week. The weekly schedule of classes included: four ESL classes at the
Rocco, Dayton plant and four ESL classes at the WLR Foods Timberville
plant site; eight two-hour Advanced level classes at the Merck plant in
Elkton: two, two-hour ABE/GED level classes at the Valley Blox in
Harrisonburg; one ABE/GED level three-hour class at the Perdue plant in
Bridgewater; and one three-hour make-up class was scheduled each week
at JMU. A total of 14 two-hour on-site classes were scheduled each week
for Rocco and WLR Foods ABE/GED level employees. The. weekly on-site
schedule included: four classes at Rocco Turkeys,in Dayton and two at
Rocco Farm Foods,in Edinburg; four at WLR Foods, Hinton and four combined
Rocco/WLR Foods at the WLR Chicken plant in Timberville. (A current
schedule which includes the instructional periods for the mobile unit is
attached in Appendix A). Overall, there were 32 two-hour classes and

two three-hour classes scheduled weekly.

Objective 6. Document It workers' progress in _their
individualized program of study and determine its impact upon
i iv n reer Vv nt.

Student progress and study time in mathematics, reading and
language was documented through the use of the Comprehensive

Competency Program pre- and post mastery tests recorded in the
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~ management system and teacher observation of students work in the
workplace modules. Tables 1 through 6 provide student demographic,
progress, completion, non-completion and the average time required by
students to progress one competency level in each subject areas. (A
detailed description of the student data is provided in Section 3 of this
report: "Data and characteristics on students who completed planned
project activities and those who did not complete activities.")

Student progress in the workplace curriculum was determined
through satisfactory completion of each module or unit. The workplace
curriculum list in Appendix A gives data showing the number of students
who successfully completed or were still working on the curriculum at
each site at the end of the grant period. (The list does not include
students who started to work through the curriculum but dropped out or
exited prior to completion.)

Information on job effectiveness and career advancement was
provided by industry supervisors and human resource personnel through a
survey conducted by the external evaluator. Data obtained on a rating
scale 1-5 (1 being the highest value) showed responses from supervisors
of ABE/GED/Advanced and ESL students and Advisory Board members
(human resource managers, plant supervisors, etc.) on questions relating
to worker outcomes:

"Workers enrolled in the program appear to be more effective in their
jobs." was rated 2.2 to 2.4 by supervisors and 1.5 by board members.
"Workers enrolled in the program show improved absentee/tardiness

records." was rated 2.0 to 3.0 by supervisors (2.0 -ESL, 3.0 Advanced) and
2.0 by board members.

R
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"Workers enrolled in the program are better able to read safety
information, forms, newsletters, and/or signs." was rated 1.5 to 2.3 by
supervisors (1.5 ABE, 2.3 Advanced) and 1.6 by board members.

The industry supervisors reported 15 workers were eligible for
promotion. A board member reported that 5 were promoted. (it should be
noted that the companies often stated that completion of the GED would
make an employee eligible for promotion or additional training for
positions that were open.) A total of 61 completed the GED during the
project period: March 1, 1991 to November 30, 1992.

bjective 7. Provide staff orientation aff development, tutor
trainin nd evaluation of each n f th roj

Staff orientation for the ESL program was initially provided by a U.S.
Basics CCP trainer. This was followed by regular staff meetings which
dealt with teaching methods, record keeping, review of new print and
software materials, revisions in management system operation, teaching
in an individualized program, special ESL training, etc. In addition, staff
attended two Virginia Department of Education Cluster Adult Education
and ESL training meetings as well as two Virginia Adult Institute for
Lifelong Learning (VAILL) ESL conferences in 1991 and 1992 at Marymount
College in Arlington, Virginia. New teacher training was provided by
experienced ABE/GED or ESL teacher. New staff members were required to
work as aides for several weeks before taking over a class. Additional
new teacher training for using the competency based management system
was provided by an experienced teacher. Two staff members attended a
U. S. Basics regional training workshop in 1992. U.S. Basics provided

consultation throughout the grant period on how to customize the CCP

-
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materials program to correlate with the workplace curriculum and on how
to use and maintain their revised management system. Additionally,
teachers and staff members were included in Advisory Board meetings so
that they could participate in the discussions and management of the
program. A total of seventeen staff meetings and nine Advisory Board
meeiings were held during the grant period.

Tutor orientation and training on teaching basic skills and English-
as-a-Second Language (ESL) were provided through the Skyline Literacy
Coalition Tutor Training Workshops, Cluster Meetings at Dayton Learning
Center and the JMU Center for Service Learning orientation of tutors at
the Career Enhancement office. Tutors usually worked individually with
very low-academic or language skills students.

Dr. Larry Weber, the External Evaluator, evaluated the project
through meetings with the Advisory Board, teachers, project director and
staff, telephone consultation, and on-site visits. He conducted interviews
with the teachers and other‘ project staff, industry personnel and
students. He also observed a number of classes in session and reviewed
the curriculum materials. As stated in Objective#6, Dr. Weber
constructed survey form which included questions evaluating the
objectives of the project on a 1-5 scale. The surveys were completed by
industry supervisors, Advisory Board members, the teachers and students.
The students were given directions on how to complete the surveys and
completed them without assistance, uniess they could not read. In that
case, an aide read the questions, explained the rating scale and the
students completed the form. Dr. Weber's Evaluation Schedule and copies

of the survey forms are included in his External Evaluation Report

)
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attached in Appendix B.

1i. THE SCHEDULE OF RCCOMPLISHMENTS CONTRINED IN THE PROJECT,
TARGET DATES AND SLIPPAGE.
Start-up Period

Thie proposal indicated that there would be a Start-up Period March 1
to May 31, 1991. The Advisory Board was established and met to develop
plans for the project. The board members included two representatives
from each company, the Project Director, project staff and teachers, and
from Massanutten Technical Center, the Project Coordinator, and a
representative from the Chamber of Commerce. Massanutten hired the
teachers and teacher-aides on short-term contracts through their Office
of Continuing Education. The industry partners assigned on-site
coordinators at each worksite for both the mobile learning center
component and for on-site classes. Assessment of each company's
workplace literacy needs began during this period. Plar;s were made to
either purchase or develop workplace specific materials. The review and
critique of adult literacy materials were undertaken at this point. Rocco
and WLR Foods began construction of classroom space and purchased the
CCP management system, software materials and equipment through U. S.
Basics so that the transition of classes formerly held on the mobile unit
would occur shortly after the grant period began. However, mobile ESL
and Valley Blox classes and transitioned on-site classes began several
weeks later than projected due to deiays in ESL training on the van,

delivery of materials and equipment and construction of on-site
classrooms.
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A new teaching schedule for the mobile unit was developed and three
part-time ESL teachers were employed for the mobile unit ESL classes. A
schedule for classes transitioned off the mobile unit for installation at
Rocco and WLR sites was developed and implemented during this time
period. Two part-time ABE/GED Workplace Literacy teachers and teacher
aides were employed for the on-site classes. As described in Objective
#5, a total of 18 two-hour classes and two three-hour were scheduled and
implemented on the mobile learning center for the five industry partners:
Perdue in Bridgewater, Rocco in Dayton, Valley Blox in Harrisonburg, Merck
in Elkton, WLR Foods in Hinton, and a make-up class at JMU in
Harrisonburg, Virginia. A total of fourteen two-hour classes were
transitioned onto company-sites for Rocco and WLR Foods in Dayton,

Hinton, Broadway/Timberville, and Edinburg, Virginia.

Implementation Period .
The grant activities during the remainder of the project period

(June 1,1991 to August 31,1992 extended to November 30, 1992) included
provision of individualized mathematics, reading, language and workplace
skills instruction for English-speaking students who enrolled for mobile
unit or on-site classes and ESL students on the van; initial assesment and
interview of new students as they entered the program; continuous
monitoring progress of students in the program; regular staft and advisory
board meetings; and on-going assessment of workplace skill needs of
students to reflect new or changing company requirements, the
development and refinement of the workplace curriculum and Dr. Weber's
periodic external evaluation of the total program. Aithough all the

objectives outlined in the original proposal were met, the work with
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curriculum did not advance as quickly as it was envisioned to. In order to
improve this situation, the project staff was directed to work as a team
with the assistance of two teachers on specific areas: ESL and Advanced
(Merck). Each company's advisory board member and all the teachers
assisted by reviewing the curriculum and trying out pieces of the
materials as they became available. Their suggestions were the basis for
further revisions. Some changes in the direction of the curriculum were
dictated by the skill needs of students who were enrolled. At Valley
Blox, changes in student enroliment made it necessary to concentrate on
workplace mathematics rather than continue revision of the company's
reading materials. Thus, we realize that there is still some work to be
completed.

11i. DATA AND CHARACTERISTICS ON STUDENTS IJHO COMPLETED PLANNED
PROJECT ACTIUTIES AND THOSE IHO DID NOT COMPLETE ACTIVITIES ARE
DESCRIBED BELOLD.

-

Total Enroliment Data
Student Demographic Data in Table 1 describe all the students
enrolled in the program. There were 446 students who entered the

program on the mobile unit and in the on-site classes.

Mobile Unit Classes

Mobile unit enrollment was 210 students, 47% of the total in the
program. Mobile classes included 70% males and 30% femaies. The data is
organized into 5 ESL (Rocco and WLR) groups, English-speaking students
in two ABE/GED groups (Perdue and Valley Blox) and one Advanced (Merck)
group. The mean age of the mobile students was 34 with an age range of
17 to 62. Their ethnic background included 8.5% Asian, 3% Black, 40%
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Hispanic and 48.5% White. Grades attended showed 31% completed 0-8 ;
55%, 9-12 and 14% (the majority from Merck) with education beyond
12th grade.

On-Site Classes

The on-site classes, all from Rocco and WLR Foods, enrolled a total
of 236 students, 49% males and 51% females. The mean age of the on-site
group was 30 with an age range of 17-60. In this group there were 3%
Black, 9% Hispanics and 88% White students. Previous schooling showed
28% attended grades 0-8; 71 % grades 9-12 and 1% beyond grade 12.

Student Retention Data

* Student retention data on Table 2 show that a total of 91 (20%) of
the total 446 students dropped the program due to lack of interest, too
busy to attend classes, etc. The exits comprised 216 (48%) of all students
enrolled. Of the 216 exits, 106 (44%) completed the GED and Advanced
Program or other goals. The remainder of those who exited did so for
reasons that prevented them from continuing -- such as moving out of the
area, changes in jobs or in work schedules, etc. At the end of the project
period, there were 139 (31%) of the total 446 students still actively
attending classes. Tables 2-A to 2-E provide demographic information on

completions and non-completions which are included the Exit and Drop
groups.

Completion and Non-Completion Data
Career Enhancement Program completion data provides information
on students who completed the major program areas: Advanced, GED, ABE

and ESL. Additional evidence of completion is information on the students
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who completed (progressed) one or more competency levels in their
program of study. Students were placed in a competency based program in
mathematics, reading and language instruction for development of their
literacy skills. In addition to the CCP materials, workplace materials
were developed and utilized to assist in teaching and/or practicing the
skills. Tables 2-A to 2-D provide the number and demographic information
on a total of 175 students, 38 Advanced, 68 GED, 12 ESL and 57 ABE
students successfully completed different programs or competency levels
in the program. Additionally, Table 2-E describes 107 students, 48 Exits
and 59 drops who are among the Exit and Drop data in Table 2. These
students did not complete any competencies and showed no progress after

two months in the program.

Advanced/Other Competency Goal Completions

Table 2-A describes 38 students in the Advanced group who
completed their program or other workplace objectives. Tr;is group showed
students with a mean age of 41 ranging from ages 19-59. There were 71%
males and 29% females. The ethnic background include 95% White and 5%
Black students. Only 3% of the students completed grades 0-8, 66%
completed grades 9-12 and 31% completed scheool above grade 12. Most of
the latter group were Merck employees.

GED Completions

Table 2-B shows 68 students who completed the GED during the
program. These students had a mean age of 30, ages ranging from 18-58
with 63% being female and 37% male. The ethnic data showed 94% White,
6% Hispanic and no other ethnic groups represented. The GED group
included 13% who completed grades 0-8, 87% grades 9-12 .
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21.

ESL Completions

Table 2-C shows background information on 12 students whc
completed the ESL program. The mean age was 27, with an age range of
21-45. There were 83% males and 17% females. The ethnic background
showed 8.3% White (Lithuanian), 83.3% Hispanic and 8.3% Asian. Grades
information included 33.3% completed grades 0-8, 58% grades 9-12 and
8.3% completed 12th grade.

ABE Completions

Table 2-D provides the number and demographic information on 57
students who completed the ABE (0-8) level competency program. The
mean age was 28, ages ranging from 19 to 43. In this group, there were
54% females and 46% males with 86% White, 7% Black and 7% Hispanic
ethnic groups represented. The grades completed by the ABL students
included 25% in 0-8 grades, 75% in 9-12.

Non-completions

Table 2-E describes 107 or 24% of the total enrolled students who
made no progress while in the program. The mean age of this group was
30 with an age range of 17-57. There were 60% females and 40% males
with ethnic backgrounds representing 50% White, 4% Black, 43% Hispanic
and 3% other (Asian). Grades completed showed 44% in the 0-8th grade
group, 49% in 9-12 and 7% above 12th grade. The Non-Completers included
48 Exits and 59 Drops who were included in Table 2. Non-completers
exited for reasons that prevented them from continuing -- such as leaving
the job or being terminated, changes in a work schedule, planning to
attend night school, etc. Drops were those with personal problems such

as illness, having a baby, illegal alien status, etc.
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25.
Progress Data

Table 3 shows that of the van students who were enrolled at least
two months, 77% who studied math completed one or more levels, 59%
completed at least one level in reading and 45% progressed in language.
Note that some students studied more than one subject. Merck students
were mainly in the upper levels of reading and mathematics and they did
not study language. Of the on-site students who were enrolled two or
more months, 89% completed at least one or more competency levels in
math, 70% in reading and 85% in language. The data indicate that for all
students, mathematics showed the highest number of students completing
competency levels. As might be expected ESL students made less progress
than English-speaking students in language and other basic skills.
Additionally, some students improved in more than one level.

Table 3-A provides demographic information on a total of 273
students, 38% on the mobile unit and 62% in on-site classes who were
enrolled in the program at least two months and completed one or more
competency levels in the subjects they studied. The mean age on the van
was 35 with an age range of 17-59 while the on-site students' mean age
was 29 with an age range of 17-58. There were 74% males and 26%
temales on the van compared to 47% of the males and 53% of the females
in the on-site classes. The mobile unit classes included ESL students
from Rocco and WLR Foods and ABE/GED/Advanced level from Perdue,
Valley Blox and Merck. The ethnic background on the van showed 61%
White, 3% Black, 26% Hispanic, and 10% Other (Asian). On-site, there
were 86% White, 3% Black and 11% Hispanic students. The percentage of
van students who entered with grades completed 0-8 were 23%, grades 9-

12, 57% and above grade 12 were 20%. Of the on-site students, 26%

%)

¥




26,

completed grades 0-8, 73% grades 9-12 and 1% grades 12 and above.

Hours of Study for Each Competency Level Gain (Completion)
Tables 4, 5 and 6 provide data on the average number of hours
students were required to study to gain (complete) one competency level
in one or more subjects--Mathematics, Reading and/or Language. Students
included in this analysis were enrolled a minimum of two months. it
should be noted that in this individualized program, students studied in
subjects they needed to improve on. Thus the Tables reflect the fact that
not all the students studied the same skills at the same time. The

important fact is that students in this individualized program studied

.competency skills they needed in a flexible time frame (no set 12-week

classes) in order to improve their workplace literacy skills.

Table 4 ESL mobile students.

The data indicate that on average, ESL students required 36 hours to
complete one level in Math, 74 hours in Reading and 121 hours in Language.
Table 5 ABE/GED/Advanced mobile students.

These students required an average of 11 hours of study to complete one
competency level in Math, 14 hours in Reading and 24 hours in Language.
Table 6 ABE/GED/Advanced level on-site students.

Students on-site averaged 14 hours of study to successfully complete one

level of Math, 20 hours of study in Reading and 10 hours in Language.

1U. DISSEMINATION ACTIVITIES ARE DESCRIBED BELOLY.

Printed, Audio-Visual Materials and Media_Reports.

-- A brochure describing the program was distributed to the public, to

businesses and at meetings. (The brochure is included in Appendix C.)
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32.

-- Color and print slides and transparencies were developed and used in
program presentations at professional meetings.

-- A video-tape was developed describing goals of the program, the use of
the mobile learning center and featuring different types of learners
(ABE/GED/ESL/Advanced) and ccmpanies being served. The tape was shown
to different business and service groups in the area (along with a question
and answer session featuring the project director).

-- Various interviews on TV and radio and written reports describing
different aspects of the program were provided to the local newspapers
and the Chamber of Commerce Newsletter. The program was also featured

in a New York Times article and in a Chronicle of Higher Education short

report. Copies of several newspaper articles are attached in Appendix C.

Program_ Presentations and Research Reports

Program presentations and research reports were given at the
following state, national and international meetings: «
-- 2nd Adult and Adolescent Literacy Conference, Banff, Canada, March,
1991. Presentation, "New Insights into the Literacy Needs of Adults:
Findings from a University Workplace Education Study."
-- Virginia Association for Adult and Continuing Education Conference
(VAACE), Charlottesville, Va., April, 1991. Presentation, "Operating a
Mobile Workplace Literacy Program.”
-- International Reading Association, Las Vegas, Nevada, May, 1991.
Paper and discussion. "Generating Interest and Support for Literacy
Programs Among the Work Force: Some Do's and Don'ts for Professionals."
-- College Reading Association, November, 1991, Arlington, Va. Report.
"Expanding a Mobile Workplace Literacy Program."

47




33.

-- Teachers of Speakers of Other Languages (TESOL), Vancouver, Canada,
March 1992. Poster Session. "Delivering ESL Workplace Literacy in a
Mobile Learning Center"”

-- Delta Kappa Gamma Regional Conference. Roanoke, VA., April 1992.
Slide Presentation. "Career Enhancement Program: Improving the Job-
skills of the Workforce."

-- International Reading Association. Orlando, Florida, May, 1992.
Research Presentation. "Functioning in the Workplace: Identifying the
Cognitive and Affective Needs of Limited Adult Readers."

-- Fourteenth World Congress of Reading, Maui, Hawaii July, 1992.
"Technology-Based Workplace Literacy Programs:How Effective Are They?"
-- College Reading Association, November 1992, Research Paper.
“Workplace Literacy Participants: Why did they Drop Out of School and
Why Do They Remain in a Literacy Program?" This paper was written but
not delivered due to the project director's sudden illness. It will be

updated and submitted for presentation at the next CRA conference.

5. Evaluation Activities are reported below.

Evaluation procedures were a major activity of the project. Dr.
Larry Weber was responsible for the external evaluation of the project.
(Report in Appendix B.) Internal evaluation was completed by project
staff.

1. Workplace audits and student interviews by project staff provided data
on the workplace literacy needs of the project. The audits provided
information that guided the development of the curriculum.

2. The TABE and BEST tests and the BADER Word Lists in cases of low or

non-literate students provided initial "estimates" of skill needs.




However, the competency based pre- and post tests within the CCP ABE,
GED or ESL curricuium provided more accurate data on students' initial
placement and progress through each competency level in mathematics,
reading and language. Project-developed tests and checklists were used
to evaluate completion of workplace modules.

3. Through the use of the competency based curriculum and the
management system, it was possible to individualize each student's
program to their goals and skill needs.

4. Curriculum materials were evaluated by the students through a survey
form included in the materials. In addition, a survey of students, teachers
and industry personnel was conducted which included questions on the
curriculum and management system. (Dr. Weber's report includes the three
different survey forms used for each type of respondent. Additionally,

details of the evaluation and student comments on the workplace

curriculum are given. )

5. The survey of students, teachers and industry personnel also included
questions relating to the delivery of instruction in the mobile unit and in
plant facilities.

6. The survey questionnaire administered to industry personnel also dealt
with questions of worker's progress and the impact on each company. The
surveys were completed by plant supervisors, human resource personnel
and other industry representatives on the advisory board.

7. Survey responses completed by the teachers and teacher-aides
evaluated staff development activities. The instructional staff was

evaluated through student ratings on the survey and by the project
director.




APPENDIX A
Interview and Survey Form
Curricuium OQutline
Class Schedule
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"NAME

iD

1.

2.

i10.

11.

12.

13.

14,

15.

#

Site

Do you do any job related reading? YES/NO

What kinde of written material do you have to read in the
vworkplace?

* Bulletin boards YES/NO
* Safety notices YES/KRO
* Job notices YES/NO
* Job descriptions YES/KO
L] Operating instructions YES/KNO
* Employee benefite YES/NO
* Inventory sheets YES/HNO
* Employer policies YES/KO
* Pay check YES/NO

What kinds of material do you find the most difficult to
read on your job?

Do you use inventory lists in your job? YES/NO

Does your job require you to do any kind of writing? YES/NO
What kind of writing do you do?

Do you have to write numbers? YES/HNG

Do you have to read numbera? YES/NO Percents? YES/NO
Fraction? YES/NO Whole Numberas? YES/NO

Do you use a calculator on your job? YES/NO

Do you have to write reports for your Jjob? YES/NO

Can you describe your job to me? What do you do?

Do you have to communicate orally with others? YES/NO

What kind of machinery are you required to use on your Jjob?

Do you have to follow written directiona? YES/NO

Doee your job require you to fill out a time sheet? YES/NO

51




CAREER ENRCHANCEMENT PROGRRUGRAM STUDENT INFORMATION

NANE:

ID#

DATE:

1. Years Employed

2. Currently Married? YES / RO
3. Living with Spouse? YES / NO
4. Living with Parents? YES /7 NO

5. Number of Children.

6. HNumber of Dependent Children.

7. Single-head of Household? YES /7 NO




STUDENT

Hame:

ID#

1.

GOALS

Pass GED Test

Stay in or Return To School

Qualify For Employment

Qualify For Training

Other

Date:

YES

YES

YES

YES

NO

NO

NO

NO

e




Student Questionnaire

Write the name of your Company:

Please indicate the program in which you are enrolled by checking the appropriate box.

Program:

[] Adutt Basic Education (ABE)

D English as a Second Language (ESL)
D General Education Development (GED)
D Advanced

Ratings:  SA = strongly agree; A = agree; D = disagree; SD = strongly disagree;
NAsU = not applicable or unknown (Check if the item does not relate to your program.)

Objective Question Circle One
4 1. The instructional materials are easy to use. SA A D SD Na/U
4 2. The instructional materials are interesting. SA A D SD NA/U
4 3. The computers help me learn. SA A D SD NA/U
5 4. The schedule of classes is convenient. SA A D SD NA/MU
5 5. | like going to class in the mobile unit. SA A D SD NA/MU
5 6. The classroom where instruction is held is satisfactory. SA_ A D SD NA/U
6 7. 1think the Career Enhancement Program is SA A D SD NA/WU
worthwhile.
6 8. 1am leaming a lot in this class. SA A D SD NA/U
6 8. The course will help me in my job. SA A D SD NaU
7 10. My teacher attends to my instructional needs. SA A D SD NA/ U
7 11. My teacher is friendly. SA A D SD NA/ U
7 12. ltis easy to talk to my teacher. . SA A D SD NA/U
7 13. My teacher understands how to use the materals. SA A D SD NA/U
7 14. The aide helps me when the teacher is busy. SA A D SD NA/U

Tell what you fike or dislike about the program; what changes you would like to see; how we may serve
you better.




Please indicate the program which you are evaluating

Industry Personnel Questionnaire

by checking the appropriate box. If you wish to evaluate

more than one program, complete a questionnaire for each one.

Supervisor:

Position (check one):

Program:

[] Adutt Basic Education (ABE)
I:] English as a Second Language (ESL)

I:] General Education Development (GED)

I:] Advanced

Advisory Group
Member:

Write the name of your

company:

Directions: The purpose of this form is to obtain information which will assist in reporting on the
progress of the Career Enhancement Program. Please respond to as many questions as you can with

the information that is available to you.

Ratings:  SA = strongly agree; A = agree; D = disagree; SD = strongly disagree;
NA/U = not applicable or unknown (Check if the item does not relate to your program)

4 1. The instructional materials appear relevant to the
majority of the workers’ nerds.

5 2. Generaily, | amin favor of using a mobile unit to
provide literacy instruction for our workers.

5 3. The classroom where the instruction is held is
satisfactory.

5 4. Workers should be made to attend classes an their
own time, not the company’s.

5 5. Releasing workers to attend class does not affect
the productivity of the company.

6 6. Workers enrolled in the program report they are
making progress.

6 7. Workers enrolled in the program show a positive
attitude toward the program.

6 8. Workers enrolled in the program appear to be more
effective in their jobs.

6 9. Workers enrolled in the program show improved
absenteeftardiness records.

6 10. Workers enrolled in the program are better able to read
safety information, forms, newsletters, and/or signs.

6 11. Generally, | have a favorable opinion of the Career
Enhancement Program.

6 12. Workers have been (or are eligible to be) promoted

to a higher level position. (provide a number, if
available )

SA A D
SA A D
SA A D
SA~ A D
SA A D
SA A D
SA A D
SA A D
SA A D
SA A D
SA A D

SD

§D

SD

SD

SD

SD

SD

§D

§D

§D

SD

NA/U

NA/U

NA/U

NA/U

NA/U

NA/U

NA/U

NA/U

NA/U

NA/U

NA/U

YES NO UNKNOWN

We would appreciate any additional comments you would like to make. You may use the back of this

form.




Teachers Questionnaire

.

Please indicate the program which you are evaluating by checking the appropriate box.

Program:

[] Adutt Basic Education (ABE)

D English as a Second Language (ESL)
D General Education Development (GED)
D Advanced

Ratings:  SA = strongly agree; A = agree; D = disagree; SD = strongly disagree;

NA/U = not applicable or unknown

Objective Question Circle One

2 1. The pre tests accurately place students in the program. SA

2. The instructional materials are appropriate for the needs SA

of the majority of the workers.

4 3. Computers are an effective tool of instruction for
workers. .
4 4.. The management system is helpful for scoring tests,

recording data, and monitoring progress.

4 5. The mobile unit is appropriate for delivering this type
of instruction.

4 6. The classroom where the instruction is held is
satisfactory.

5 7. The schedule is appropriate to meet the majority of
student needs.

The tests provide accurate progress data.
7 9. | was ad~guately prepared to instruct students.

10. | receive adequate assistance and support with
problems | encounter in my job.

What comments do you have about the program?

SA
SA
SA
SA

SA

SA
SA
SA

>

SD
SD

SD

SD

SD

SD

SD

SD
SD
SD

NA/U
NA/U

NA/U
NA/U
NA/U
NA/U
NA/U

NA/U
NA/U
NA/U




Career Enhancement Program
James Madison University
Workplace Curriculum
November, 1992

Company Subject Module
. Valley Blox Math (includes Curriculum Overview/Teacher Guide)
ABE Level: Fractions
Measurement
GED Level: Board Feet
" Beginning Geometry

Two Step Word Problems
Beginning Algebra

tl. Perdue Reading - GED Benefits
Reading - ABE/GED Safety
(1. Rocco Reading - ABE/GED Benefits (includes Curriculum
Overview/Teacher Guide)
Drug & Alcohol Policy
. Safety
Language - ESL Waming and Information Signs
Let's cat at the Cafeteria
Get Dressed for Work
Let's Talk to the Supervisor
Reading Your Paycheck
Language - ABE/GED Poultry Plant Dialogues
Math - ABE Cafeteria Math
IV. WLR Reading - ABE/GED Benefits (includes Curriculum

Ovetview/Teacher Guide, separate
curriculum for WLC and WLT)
Drug & Alcohol Policy
Safety
Language - ESL Warning and Information Signs
Let's Eat at the Cafeteria
Get Dressed for Work
Let's Talk to the Line Leader
Language - ABE/GED Poultry Plant Dialogues

V. Merck Math, Chemistry, Physics (includes Reading, Critical Thinking,
Problem Solving)

Readipg curriculum for Valley Blox (GED Level) has been developed but is not included above as
a revision is in process. All reading curriculum includes a focus on vocabulary (benefits
package, drug & alcohol policy, safety information) as well as comprehension of material.
Above curriculum is in use and is being evaluated by teachers and students.




C.E.P. CLASS SCEEDULES 1992-93

YAN-SITE
ROCCO 827 Dayton TTh 7:00-9:00 a_m.
#26 Dayton H¥ 7:00-9:00 p.nm.
YLR #31 Timberville H¥ 7:00-9:00 a_m.
828 Timberville TTh 7:30-9:30 p.m.

PERDUE %15 Bridgewvater F 7:00-10:00 a_.m.
YALLEY BLOX &30 Harrisonburgq TTh 10:00 a.m.-12:00 noon
JHU {make-up class) #20 Harrisonburg F 10:45 a. m. - 1:45 p.m.

HERCK #29 Elkton HT¥Th 1:00-3:00 p.m. /7 3:30-5:30 p.m.

ON-SITE
¥LR #14 Hinton TTh 7:00-9:00 a_m.
#23 Hinton O¥ 1:00-3:00 p.m.
YLR/ROCCO #16.17 Timberville TTh 3:00-5:00 p.m
822,24 Timberville H¥ 7:00-9:00 p.n.
ROCCO #19 Dayton TTh 10:00 a.m.-12:00 noon
#18 Dayton TTh 7:00-9:00 p.m.
812 Edinburg H¥ 3:00-5:00 p.m.
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Final Evaluation Report

On November 18, 1992, Dr. Larry Weber, the external evaluator for the Career

Enhancement Program (CEP) conducted his final on-site visit in the Harrisonburg,

Virginia area to examine the operation of the Career Enhancement Program and

interview persons associated with the project. The purpose of the visit was to gather

information for the preparation of this final report.

The evaluation of the Career Enhancement Program followed procedures

specified in the evaluation section of the proposal to evaluate the Career

Enhancement Program submitted by James Madison University personnel in July,

1990 (see Appendix). It provided for the assessment of the program objectives for

each of the five phases of the program. The evaluation procedures were guided by

the seven major project objectives of the program. They are listed below.

1.

Assess workplace literacy requirements of industries participating in the
project.

Assess literacy, basic skill, critical thinking and problem solving skill levels of
workers identified as needing improvement. .
Plan, implement and monitor an individualized instructional program for
students based upon results of workplace and worker assessments.

Design and develop curriculum materials for workers in the industries
participating in the enhancement program.

Deliver skills instruction to area industries through the use of a mobile
learning center and in-plant training facilities.

Document worker progress to determine the program's impact on job
effectiveness and career enhancement.

Provide staff orientation, staff development, tutor training and evaluation for
project personnel.

Data relevant to achievement of each of the above objectives were gathered in

a variety of ways. Interviews with management staff, students, instructional staff, the

advisory group, and the director were conducted. Visits to the mobile unit were made.

Students were observed while undergoing instruction. Survey questionnaires were




administered. Progress data and biographical information about students were
reviewed. In the following paragraphs observations, comments and findings about the

program's objectives are presented.

Objective 1: Assess Workplace Literacy Requirements
Two evaluation questions were formulated to respond to Objective 1. They

were:

1. What are the project related educational requirements of the participating
industries?

2. What evidence suggests that effectiveness/efficiency of employees will be
enhanced if additional skills are acquired, and how will industries reward
workers who achieve?

Data concerning the above questions were gathered from a review of
documents contained in the original Career Enhancement Program proposal and from
information contributed by the Project Director. it was repeatedly said in the proposal,
and by the Director, that the industry has a dire need for skilled, educated workers.
Technological changes in industry require better educated workers. Over one-half of
the workers do not hold high school dipiomas. Industries prefer to "promote from
within" because many of their workers are loyal and hard working and would be

considered for high level positions if they could improve their educational credentials.

Objective 2: Assess Worker Skills
~ Questions were formulated to respond to Objective 2. They were:
1. What tools are used to assess workers?
2. What are the profiles of workers by age, gender and ethnic background?
For ESL students the TABE and BEST tests were used for diagnostic and
placement purposes. The CCP and the BADER were initially used for similar

purposes with students in the literacy prcgram. (The BADER Test was replaced during




the time the program operated.) The Merck Company has developed its own tests for
use with its employees. No workers have been rejected from the program. Teachers
were of the opinion that the tests did a reasonable job in placing students at

appropriate competency levels.

Entry level scores of students from the various companies are presented in
Tables 1 and 2. Approximately 59% of students enrolled were male. Students were
32 years old, on average. Most were white (70%) but a high percentage were
Hispanic (23%). A majority of students had completed some high school work.
Enrollment of students was fairly evenly divided between the mobile unit and worker

site locations. Twenty percent of the students dropped out of the program.

Objective 3: Plan, Implement and Monitor an Individualized
Instruction Program

Two evaluation questions address objective 3. They are:
1. What programs and curriculum have been established?
2. What are the strong and weak factors of the programs? -
The project director, Dr. Shirley Merlin, has provided desctriptions of individual
program initiatives that operate under the Career Enhancement Program. They are:
ic ion -
ABE includes instruction in reading, mathematics and language. In addition to
teaching basic skills at these levels, the workplace curriculum focuses on job-
related needs such as reading and comprehending company materials on
accident prevention, health benefits, drug and absentee policies, etc.

Mathematics includes instruction in basic math and measurement needed on
the job. Writing includes completing forms, writing notes, etc.

ED/Advan -1 -Col 3]
GED instruction involves completion of competencies in reading, mathematics,

language (including writing) social studies and science required for successful

completion of the General Educational Development (GED) test. Workplace
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specific skills instruction is provided at this level using curriculum specific
materials similar to those described above.

The Advanced level includes instruction in specific skills areas of mathematics,
reading and comprehending (critical thinking and problem solving) of chemistry
and physics related to job performance.

The ESL level provides instruction in functional competencies in language,
reading and mathematics which will facilitate communication with other
employees and industry personnel, comprehend job safety, benefits, drug and
other company policies. Workplace specific materials similar to those used at
the ABE level are incorporated into the curriculum.

Strengths of the CEP include its ability to provide the needed instruction at
workplace settings, either in the instructional mobile unit or at on-site classrooms.
Instruction is individualized and self-paced. Workers are released from regular duties
and attend classes on "company time." Materials relevant to the needs of workers,
both personal and industrial, are used. (See information under Objective 4.)

The problem of getting workers to attend class when they are needed on the
production line continues at some sites. Release of workers affects productivity and
shifts added work loads to persons not attending classes. But the iwndustry is
committed to providing the released time. My opinion is that the problem does not

constitute a major impediment for the program.

Objective 4: Design and Develop Curricular Materiais
for Workers

Four evaluation questions provided evidence about Objective 4. They are:

1. Were instructional materials developed so that they are appropriate for the
industries' employees?

2. What are student opinions about the value of instructional materials?
3. What are teacher opinions about the value of instructional materials?

4. What are industry personnel manager opinions about the value of
instructional materials?




Work on developing curricular materials continues. An ESL teacher showed
some of the materials that have been produced for that curricular area. Among those
that were viewed were crossword puzzles and tests revised from CCP materials.
Other curricular materials that are appropriate for workers are being used. Included
among them is information related to company drug policy, employee benefits and
safety.

The program at the Merck Plant continues to use materials, developed by
company personnel, which are relevant to the needs of that industry. They relate to
areas of basic chemistry, equipment operation and plant safety.

See lllustrations 1 and 2 for information about curricular material that has been
developed by various companies participating in the program. Support for materials is
contributed by each company - $25 per student per term. Each company contributes
at least $250.00.

| felt that work accomplished in the area of curriculum development was good.
Many teachers commented that materials were appropriate to the work setting.
However, there is some problem in locating appropriate materials }or students who
enter the program with minimal skills. (See evaluation comments conceming the
workplace curriculum in the Appendix.) -

For evaluation questions 3 and 4, (under Objective 4), various groups of
individuals provided opinions about the program. Surveys were distributed to workers
(students), teachers, and industry personnel. The number of individuals surveyed for

Interim Report No. 2 and the Final Report were:




Company

. Valley Blox

1. Perdue

111. Rocco

IV. WLR

V. Merck

Illustration 1

Career Enhancement Program
James Madison University
Workplace Curriculum
November, 1992

Subject Module
Math (includes Curriculum Overview/Teacher Guide)
ABE Level: Fractions
Measurement
GED Level: Board Feet
Beginning Geometry
Two Step Word Problems
Beginning Algebra
Reading - GED Benefits
Reading - ABE/GED Safety

Reading - ABE/GED

Language ~ ESL

Language - ABE/GED
Math - ABE

Reading - ABE/GED

Language - ESL

Language - ABE/GED

Benefits (includes Curriculum
Overview/Teacher Guide)

Drug & Alcohol Policy

Safety

Warning and Information Signs

Let's Eat at the Cafeteria

Get Dressed for Work

Let's Talk to the Supervisor

Reading Your Paycheck

Poultry Plant Dialogues

Cafeteria Math

Benefits (includes Curriculum
Overview/Teacher Guide, separate
curriculum for WLC and WLT)

Drug & Alcohol Policy

Safety

Waming and Information Signs

Let's Eat at the Cafeteria

Get Dressed for Work

Let's Talk to the Line Leader

Poultry Plant Dialogues

Math, Chemistry, Physics (includes Reading, Critical Thinking,

Problem Solving)

Reading curriculum for Valley Blox (GED Level) has been developed but is not included above as
a revision is in process. All reading curriculum includes a focus on vocabulary (benefits
package, drug & alcohol policy, safety information) as well as comprehension of material.
Above curriculum is in use and is being evaluated by teachers and students.




ol

I T PLTTT soisAyg ‘Ansiweyy ‘nep N AN A
Ty e o N sanbojeiq uelq Anjnog
:ebenfuey Q39/3av
B TTTTT9T T uepea aury ayy 03 HleL s397
:abenfuey IS3
TTTTTeTT I A10p\ 10 passalq 199
:abenbueq 1S3
R e 07777  eusyage) 8yl ujieg s,jeq
:abenbueq 1S3
-0 = (0 sufis uopyeuriojy
:abenfueq 1S3
TTTTTReTTT T Ayajes :Buipeay a39/3av
TTTTTeeTTT ~T9TTTT  oyodjy  Briq :Bujpeay a3s/3gy
TTTTT9eT TTTTTLTTTT SijJauag :Buipeay a3n/agv
T TTTTT0TTTT  sopeuadg euRlaje) pep gy
I Y I sanbojeiq uely Anjnod
:obenbue a39/3av
[ ¢ J— I ¢ Y A9312Aeq noy Buipeay
:abenSueq 1S3
¢ e L7777 Josiatadng a3 03 ey 5,397
:abenbue 7153
I : B I s J— M40 104 passaiq 399
:abenbueq 1S3
IR TTTTT0TTTT eusiage) ayy upaey 5,197
:abenbueq 1S3
IR s s S suBis uonewnoju
:afienfue 1S3
I : 1 A Aages :Bupeay Q39/3av
2 — L7777 joyod)y 3 Brug :Bupeay Q39/3av
TR TTTTTTTTT Sijauag :Buipeay a3o/3gv
TTTTT9TTT TP . Rages Buipeay a29/3av
TTTTTeTTTT TTTTTyTT siyyauag :Guipeay amd
T [ S etqaf)y Buiuwbag
swis|qold piop dais om
Anawoay Buuubag
1834 pieog :lep 19A97 039
s IR S uBWIBINSEA
suonoely iep joAS7 39V xolg AajjeA
wninsuIny wninanng wninagiing
palajdwon# Buisn# ainpop JO [9AD7 - Auedwo)

(NWr ‘wesBosd Juawadueyuz svaie)) wnnopny soejdyiop  :ssasbouy jo Asewwng

Z UOTIBAISNIT]

Aruitoxt provided by Eic:

E\.



Final Interim Report

Report No. 2
ABE Students 36 36
GED Students 38 22
Advanced Students 14 14
ESL Students 17 17
ABE Supetrvisors 4 5
GED Supervisors 14 29
Advanced Supervisors 5 6
ESL Supetvisors 6 8
Board Members 13 5
Teachers 9 5

The findings, relative to each group, are presented below. Values closest to "1"
are most favorable; scores may range from 1-4. Numbers in parenthesis indicate
values for the same questionnaire items that were obtained in April, 1992 and reported
in Interim Report No. 2. Data are not reported if the number of responses to a

questionnaire item was less than three.

Student Responses:
ABE GED Advanced ESL
Students Students Students Students

~

The instructional materials are easy to use. 16(1.7) 16(16) 18(1.4) 2.1(1.2)
The instructional materials are interesting. 14(1.7) 1.7(16) 21(1.5) 1.8(1.4)

The computers help me learn. 1.6(18) 14(20) 1.0(1.4) 1.4(1.3)

Teacher Responses:

Teachers

The instructional materials are appropriate for the needs of the majority 2.0 (1.6)
of the workers.

Computers are an effective tool of instruction for workers. 1.6 (2.0)

The management system is helpful for scoring tests, recording data, 1.6 (1.5)
and monitoring progress.

Y




Industry Personnel Responses:

ABE GED Advanced ESL Board
Supervisors Supervisors Supervisors Supervisors Members
The instructional materials  --(1.8) 1.8 (2.1) -(2.2) 20(1.8) 1.4(20)

appear relevant to the
majority of the workers'
needs.

Generally group responses about instructional materials are positive. There has been
some deterioration of opinion about the appropriateness of materials for instruction
from Interim Report No. 2, especially among ESL and advanced students and
teachers. However, opinions about the value of computers, of both students and

teachers, have improved during the past several months.

Objective 5: Deliver Instruction in the Mobile Unit and in Plant-Site
Facilities.

The following question was uséd to respond to this objective.

What are the opinions of the following individuals regarding
/s the value of the mobile learning center and the plant-site
instructional facilities? .

a. project administrators
b. instructional staff

C. industry personnel
d. students

Visits were made while instruction was being provided both in the mobile unit
and in classrooms at work sites. At both places instruction was in progress and
students were present. Student, teacher and industry personne! opinions about
instructional facilities and schedules were elicited and are listed below. Recall that a

value of "1" is most favorable.

2
2o




Student Responses:

StﬁgeEnts StSdEgnts %?Zﬁgﬁ?g Stfcilﬁts
The schedule of classes is convenient. 16(1.5) 16(1.5) 16(1.4) 1.7(1.2
| like going to class in the mobile unit. 15(18) 16(—-) 20(1) 1.6(1.1)
The classroom where instruction is held is 15(14) 17(1.7) 16(1.4 17(1.3)
satisfactory.
Teacher Responses:

Teachers
The mobile unit is appropriate for delivering this type of instruction. 1.6 (2.0)
The classroom where the instruction is held is satisfactory 1.6 (1.8)
The schedule is appropriate to meet the majority of student needs. 1.9 (1.6)
n vy nnel
ABE GED Advanced ESL Board

Supervisors Supervisors Supervisors Supervisors Members

Generally, | amin favorof 1.8 (1.5) 1.8 (1.6) 1.4 (1.8) 13(1.6) 13(1.2
using a mobile unit to

provide literacy instruction

for our workers.

The classroom where the 1.8 (2.0) 1.7 (2.0) 1.8 (2.3) 2020 15(1.8)
instruction is held is

satisfactory.

Workers should be made 4.0 (3.2) 2.1 (2.5) 2.3 (3.2) 25 (24) 3.3(3.4)
to attend classes on their

own time, not the

company's.”

Releasing workers to 2.8 (2.5) 3.0 (3.0) 2.6 (2.8) 27(28) 26(3.0)
attend class does not

affect the productivity of

the company.

Student, teacher and industry personnel responses about schedule and
facilities are favorable. Some decline in attitudes, by ESL students, was noted, but
their level of attitude about instruction remains very favorable. And, although some

supervisors feel that workers should be made to attend classes on their own time, and

* For this item, a value of “4.0" is most favorabie.

13




that releasing them affects productivity, | do not believe that their attitude is
condemning. Board members' attitudes are slightly more favorable than supervisors.
Written comments by teachers revealed a series of "annoyances" they
encounter while delivering instruction. Instances of noise and interruptions were
mentioned. It is difficult to anticipate some of the things which interfere with
instructional delivery but they do deserve attention and elimination. Basically the
problems highlight a need for teachers to meet regularly with the Director and Board

so that the problems can receive attention and be remediated.

Objective 6: Document Worker Progress and Jcb Impact.

The following question is concerned with this objective:

1. What progress is being made by students in each of the instructional
programs as evidenced by:

a. testscores
b. teacher/aide reports
c. student reports

The record of student progress at the instructional sites is pbrtrayed in Table 3.
Information in that table shows the number of students enrolled in each area (math,
reading, language), who made at least one year's progress in an area. For example,
at the Rocco/Dayton site two ESL students, of the four enrolled, made at least a year's
progress in mathematics; one student made at least a year's progress in reading, of
the six enrolled; and nine of the seventeen students working in language made at
least one year's progress. For all sites 212 of 249 students (85%) made at least a
year's progress in math; 150 of 227 (66%) made a year's progress in reading; 179 of

258 (69%) made a year's progress in language.

In Tables 4, 5 and 6 evidence of program efficiency is presented. The statistics

presented there were calculated by dividing the total number of hours of instruction in

14

,
10
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each subject area (math, reading and language) by the total number of grade level

gains made in each of those areas. See Table 4 for data on ESL students. Overall, it
took them 36 hours to achieve one level of gain in math; 74 hours to achieve one level
of gain in reading; and 121 hours to achieve one level of gain in language.

See Table 5 for data for ABE/GED/Advanced students who were taught on the
mobile unit. Overall, it took them 11 hours to achieve at least a grade level of gain in
math; for reading, it took them 14 hours; and for language, it took them 24 hours.
Table 6 contains similar information for ABE/GED/Advanced students taught at on-site
locations.

Data in Table 3 suggest that a substantial percent of students have made
progress in all three areas, (math, reading and language). Data in Tables 4, 5, and 6
indicate that math instruction is more efficient than instruction in reading. That is, a
level of gain can be achieved in math with less hours of study. For ESL students the
reason may be due to the fact that math is a more "universal language" than reading
and language. Overall | believe the data support a conclusion about program
success. )

Opinions about the value of the program were asked of others by questionnaire,
(i.e., students, and industry personnel). Their response follow. (Recall that "1" is

favorable.)

Student Responses:
ABE GED Advanced ESL
Students Students Students Students

[ think the Career Enhancement Program is 1.2(14) 14(12) 20(1.2) 1.7(1.4)
worthwhile.

| am learning a lot in this class. 13(1.5) 14(1.3) 19(1.6) 1.9(1.6)
The course will help me in my job. 13(1.4 15(1.6) 2.0(1.9) 1.5(1.2)
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Industry Personnel Responses:
ABE GED Advanced ESL Board
Supervisors Supervisors Supervisors Supervisors Members
Workers enrolled in the 1.8 (1.4) 2.0(1.7) 23 (2.2) 1.8(1.9) 1.8(1.6)

program report that they
are making progress.

Workers enrolled in the 3.0 (1.9) 1.9 (1.6) 1.8 (2.8) 1.3(1.9) 1.5(1.3)
program show a positive

attitude toward the

program.

Workers enrolled in the 25 (2.0) 2.4 (2.0) -(2.5) 2221 1.5(2.0)

program appear to be
more effective in their
jobs.

Workers enrolled in the 23(~) 2.2 (2.5) 3.0 (3.8) 2.0(-) 20(~)
program show improved

absentee/tardiness

records.

Workers enrolled in the 1.5 (2.0) 20 (1.9) 23 () 1.7(1.7) 1.6 (2.0)
program are better able to

read safety information,

forms, newsletters, and/or «

signs.

Generally, | have a 1.8 (1.6) 15 (1.3) 1.2 (2.2) 15(1.9) 1.2(1.4)
favorable opinion of the

Career Enhancement

Program.

Attitudes of students and industry personnel are favorable although somewhat
more negative than ai the time of Interim Report No. 2. The opinions of supervisors are
negative on selected items, but their overall attitude about the program is good. (Note
the favorable responses to the final question about the Career Enhancement
Program.)

A final question on the industry personnel survey instrument inquired about the
eligibility for promotion by workers in the program. There were 15 yes responses to

the question. Board members reported that five were promoted.




Objective 7: Provide Staff Development and Evaluate Staff.

Evaluation questions which addressed Objective 7 included:

1. What orientation, training and development activities have occurred for
project staff?

2. What are staff opinions about the value of professional development
activities?

3. What are the project administrator's ratings of professional staff?

4. What are student ratings of professional staff?

The Project Director informed me that orientation training occurred at the
beginning of the project and that it was offered on a continuing basis. Between June,
1991, and November, 1992, seventeen regular staff meetings were conducted.
Between March, 1991, and November, 1992 there were nine regular advisory board
meetings. Common agenda at the staff meetings included the following items of
discussion: progress and-attendance data, student interviews, CCP materials and
office and van concerns. One or more meetings included the following items of
discussion: individualized ESL program, use of audio-visual materials, new
curriculum materials, language experience approach, management of diversity in the
classroom and teacher sharing from regional workshop presentations. Several CEP
teachers attended the following:

1. VAILL Conferences (August, 1991 and August, 1992).
2. VAILL Training Sessions.

3. U.S. Basics East Coast Regional Workshops.

4. Cluster Training Sessions at Dayton Learning Center.

Survey items on the teacher questionnaire elicited responses about
professional development and instructional support. Survey items on the student
questionnaire elicited responses about the quality/helpfulness of instructional staff.

Those data are presented below.
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Student Responses:
ABE GED Advanced ESL
Students Students Students Students

My teacher atiends to my instructional needs. 1.2(14) 13(13) 14(1.2) 15(1.2)

My teacher is friendly. 1.1 (1) 11{(11) 15(1.2) 1.6(1.1)
It is easy to talk to my teacher. 1.2(1.2) 12(1) 13(13) 14(1.2
My teacher understands how to use the 1.3(1.2) 13(1.1) 14(1.2) 15(1.1)
materials

The aide helps me when the teacherisbusy. 13(1.3) 14(15) 12(1.5) 14(1.2)

Teacher Responses:

Teachers
| was adequately prepared to instruct students. 2.3 (1.8)

| receive adequate assistance and support with problems | encounter in my 1.6 (1.6)
job.

Written comments by teachers, about the program, are generally favorable.
Student opinions about the quality and assistance of instructional staff are very

positive.

SUMMARY/CONCLUSIONS

This report comprises the final evaluation of the Career Enhancement Program
conducted by James Madison University. The findings, based upon evidence
examined and presented in the report, suggest that the program is a successful one. A
summary of the findings and conclusions, relevant to each of the project's seven
objectives, is presented below. In addition, remarks and/or recommendations are
provided.

Regarding the objective that workplace literacy requirements be addressed,
documents examined for the original Career Enhancement Project proposal indicated
an urgent need for skilled and educated workers. In addition, the industry stated a
preference that such workers be promoted "from within." Thus, the need for the project

appears justified.
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Toward that purpose a program was designed to assess worker-students to

determine their competency ievels and help establish a point where they could begin
instruction. Four hundred and forty-six students were enrolled in the various
programs. Students were primarily white but about 23% were Hispanic. About 40%
were female. No student who applied to the program was denied admission. The
retention rate was about 80%.

Instruction was offered in four topical areas (ABE, GED, ESL and Advanced). It
took place in workplace settings, either in a mobile unit or at on-site classrooms.
Instruction was individualized. Workers were given released time to attend classes.
Some problems related to the practice of permitting students the opportunity to attend
classes on company time were identified. But the industry favors the continuance of
releasing workers.

There has been a noticeable effort to produce curricular materials appropriate
to worker needs. Curricular modules relevant to the workplace have been produced
on topics of safety, benefits, drug and alcohol policy, as well as materials on personal
and business matters. CCP materials have been adapted to meet.the needs of ESL
students. The industry supports the project, ($25 per student) for materials. A great
~deal has been accomplished in curriculum development, but some problems exist in
specific program areas. Students and teachers exhibited more positive attitudes about
computers and problems which have existed in the past, about that facet of the
program, are decreasing.

Visits made at instructional sites indicated that instruction is ongoing and
positive. Students thought that the schedule was convenient and that the facilities
were good. These attitudes were shared by the teachers. The attitudes were also
exhibited by industry personnel and board members. The problem of releasing
students to attend classes during working hours is one mentioned more by supervisors

that others. Workers themselves feel some guilt about having others "do their job"
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while they are in class. A promotion to overcome this negative attitude might be
considered.

Data regarding student progress is positive. Eighty-five percent of the students
who have been enrolled in the program showed at least one level of progress in math;
66% showed at least one level of progress in reading; 69% showed at least one levael
of progress in language. Students make better progress in math than in other areas
and math instruction is more efficient for ESL students (i.e., fewer hours of instruction
are needed to achieve a level of gain) than instruction in the other areas is. It is also
more efficient than reading for other students.

Several meetings have been conducted with instructional staff to orient them to
the program and to address the problems they encounter in their work. Teacher
attitudes about professional assistance is good, but there needs to be continued efforts
to communicate with instructional staff. The quality of the staff appears to be good.
Both the Director and students have given favorable comments about them.

Overall, | believe the progress of the program is good. Coqperation between
industry and program personnel is a positive observation. Support by industry has
remained high. Students like the program. Project staff are competent and comn..tted.

| recommend that the program be continued.
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EVALUATION PLAN

The evaluation plan of the Career Enhancement Program will follow

procedures specified in the evaluation section of the proposal to evaluate tha

Career Enhancement Program submitted by James Madison University personnel
July, 1990. It will provide for the assessment of the program objectives for
each of the five phases of the program. Both formative and summative data
will be collected and analyzed. The evaluation procedures will be guided by
the seven major project objectives of the program. A brief outline of the.
types of information considered appropriate for each objective is listed
below. Please note that this material is suggestive and alterations regarding
data needs might be made, depending on availability of resources, information,
and time. '
Objective ]
Assess the workplace literacy requirements of industries participating
in the project. -
Evaluation questions:
1. What are the project related educaticnal requirements of the
participating industries?
2. What evidence suggests that effectiveness/efficiency of
employees will be enhanced if additional skills are acquired?
Objective 2

Assess literacy, basic skill, critical thinking and problem solving

'ski11 levels of workers identified as needing improvement.

Evaluation questions:

1. What evidence shows that the assessment measures used with

students are adequate?




2. What percent of students referred to each of the three
curricular areas qualify for acceptance?
3. What are the test scores of students accepted/rejected from the
program?
4. What are the profiles of eligible students regarding the
following characteristics?
a. age
b. nationality
¢. gender
d. race
Objective 3
Plan, implement and monitor an individualized instructional praogram for
students based upon the results of the workplace audits and the workers’
assessments.
Evaluation questions:
1. What progress is being made by students in each of these
instructional programs as evidenced by:
a. test performance
b. teacher aide reports
c. oather data
2. What evidence exists that shows proper placement of students
during the initial phases of instruction?
bjective 4
Design and develop curriculum materials for workers in the industries

participating in the enhancement program.
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valuation questions:

1. Were instructional materials developed so that they are
appropriate for the industries’ employees?
2. What are student opinions about the value of instructional
materials?
3. What are teacher opinions about the value of instructional
materials?
4. What are industry personnel managers’ opinions about the value
of instructional materials?
Objective §
Deliver skills instruction to arza industries through the use of a
mobile learning center and in-piant training facilities.
Evaluation questions:

1. What are the opinions of the following individuals regarding
the value of the mobile learning center and the plant site
instructional facilities? "

a. project administrators
b. instructional staff

c. industry personnel

d. students

2. Are their problems related to physical facilities such as
space, lighting, comfort, accessibility etc.?

Objective 6
Jocument worker progress to determine the program’s impact on job

effectiveness and career enhancement.
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Evaluation questions:

1. What progress is being made by students in each of the
instructional program as evidenced by:
ia. test scores
b. teacher/aide reports
c. student reports
2. What is the drop out rate of students?
3. What evidenca exists from poultry industry records regarding:
a. career progress
b. absentasism
€. accidents
d. other
Objective 7
Provide staff orientation, staff development, tutor training and
evaluation for project personnel.

Evaluation questions:

1. What orientation, training and development activities have

-

occurred for project staff?
2. What are staff opinions about the value of professional
development activities?
3. What are the project administrator’s ratings of professional
staff?
4. What are student ratings of professional staff?
The evaluation will be conducted throughout the entire time the project
is in operation. Progress made toward the achievement of each objective will
be determined during the five phases of the program according to the fullowing

plan. A GAANT chart which graphically depicts the evaluation activities and
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]
.

the scheduled time during which they should occur is included among the
materials at the end of the proposal. The budget and vita of the evaluator
are also included. Two interim reports and a final report will be submitted
by the evaluator. '
Phase | - Start Up

During Phase I progress toward objectives 1 and 2 will be examined.
These objectives concern assessment of industry literacy requirements and
initial testing and placement of students.
Phase 1T . Assessment/Impiementation

During Phase II the major focus of the evaluation will be directed at
objectives 3, 4, S, and 7 which concern program implementation, curriculum and
material design, instructional facilities and staff development. Some
attention will also be given to objective 6 which relates to worker progress.
Interim Report ] will be written after Phase II. (See GAANT Chart).

Phase 111 and IV - Assessment of Progress

During these phases major attention will be given to abjactive 6, the
progress made by enrollees as evidenced by test scores and teachar and self
reports. Progress relative to objectives 3, 4, S and 7 will also be examined.
Interim Report 2 will be submitted. (See GAANT Chart)

Bhase V - Project Completion

During Phase 5 each objective will be reviewed so that a summative
determination regarding the value of the project can be made. The Final

Report will then be written and submitted.
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Objective:

IT.

III.

Iv.

VI.

VII.

INTERVIEW QUESTIONS FOR THE DIRECTOR

What are the requirements of workers in each of the three areas?

What evidence suggests that worker effectiveness will be improved by
the program?

How will the industr - reward workers who achieve?

What tests or other tools are used to assess the skills of workers
in the three areas?

What percent of workers referred qualify for acceptance?

What are the entry test scores of students?

What are the profiles of students by age, nationality, gender, race?
Describe the program and curriculum that exists for each of the
three areas.

Give your opinion of the program (pro and con).

Describe the type of instructional materials that were developed for
each of the three areas.

What are the strengths/weaknesses of the materials?

Give your opinion about the appropriateness of the mobile unit and
the on-site instructional facilities.

Do you have any data which documents student progress.

What orientation or training has occurred for project staff?
How frequently do staff convene?

What is your assessment of project staff?

ryrs




Industry Personnel Questionnaire

Please indicate the program which you are evaluating
by checking the appropriate box. If you wish to evaluate
more than one program, complzste a questionnaire for each one.

Program:

[] Adutt Basic Education (ABE)
D English as a Second Language (ESI.)

D General Education Development (GED)

[] Advanced

Position (check one):
Supervisor:

Advisory Group -
Member:

Write the name of your
company:

Directions: The purpose of this form is to obtain information which will assist in reporting on the
progress of the Career Enhancement Program. Please respond to as many questions as you can with

the information that is available to you.

Ratings:  SA = strongly agree; A = agree; D = disagree; SD = strongly disagree;
NA/U = not applicable or unknown (Check if the item does not relate to your program)

SA

SA

SA

SA

SA

SA

SA

SA

SA

SA

A

A

D

D

SD

SD

1)

SD

SD

SD

SD

SD

SD

SD

SD

NA/U

NA/U

NA/U

NA/U

NA/U

NA/U

NA/U

NA/U

NA/U

NA/U

NA/U

YES NO UNKNOWN

Objective Question Circle One

4 1. The instructional materials appear relevant to the
majority of the workers' needs.

5 2. Generally, | am in favor of using a mobile unit to
provide literacy instruction for our workers.

5 3. The classroom where the instruction is held is
satisfactory.

5 4. Workers should be made to attend classes an their
own time, not the company’s.

5 5. Releasing workers to attend class does not affect
the productivity of the company.

6 6. Workers enrolled in the program report they are
making progress.

6 7. Workers enroiled in the program show a positive
attitude toward the program.

6 8. Workers enrolled in the program appear to be more
eftective in their jobs.

6 9. Workers enrolled in the program show improved
absenteeftardiness records.

6 10. Workers enrolled in the program are better able to read
safety information, forms, newsletters, and/or signs.

6 11. Generally, | have a favorable opinion of the Career
Enhancement Program.

6 12. Workers have been (or are eligible to be) promoted
to a higher level position. (provide a numbér, if
available )

We would appreciate any additional comments you would like to make. You may use the back of this
form.
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Student Questionnaire

Write the name of your Company:

Please indicate the program in which you are enrolled by checking the appropriate box.

Program:

D Adult Basic Education (ABE)

[] Engiish as a Second Language (EsL)
D General Education Development (GED)
[] Advanced

Ratings:  SA = strongly agree; A = agree; D = disagree; SD = strongly disagree;
NA/U = not applicable or unknown (Check if the item does not relate to your program.)

Obiecti Questi Circle O
4 1. The instructional materials are easy to use. SA A D SD NAMU
4 2. The instructional materials are interesting. SA A D SD NAU
4 3. The computers help me leamn. SA A D SD NAWU
5 4. The schedule of classes is convenient. SA A D SD NAMU
5 5. llike going to class in the mobile unit. SA A D SD NAWU
5 6. The classroom where instruction is held is satisfactory. SA A D SD NAMU
6 7. 1think the Career Enhancement Program is SA A D SD NAMU

worthwhile.
6 8. lamleaming a lot in this class. . SA A D SD NAWU
6 9. The course will help me in my job. SA A D SD NAMU
7 10. My teacher attends to my instructional needs. SA A D SD NAU
7 11. My teacher is friendly. SA A D SD NAMU
7 12. ltis easy to talk to my teacher. - SA A D SD NAU
7 13. My teacher understands how to use the materials. SA A D SD NAMU
7 14. The aide helps me when the teacher is busy. SA A D SD NAWU

Tell \ghat you like or dislike about the program; what changes you would fike to see; how we may serve
you better.




Teachers Questionnaire

]

Please indicate the program which you are evaluating by checking the appropriate box.

Program:

[] Adut Basic Education (ABE)

D English as a Second Language (ESL)
D General Education Development (GED)
D Advanced

Ratings:  SA = strongly agree; A = agree; D = disagree; SD = strongly disagree;
NA/U = not applicable or unknown

Obiecti Questi Gircle O
2 1. The pre tests accurately place students in the program. SA
4 2. The instructional materials are appropriate for the needs SA
of the majority of the workers.

4 3. Cormputers are an effective tool of instruction for SA
workers. 3

4 4. The management system is helpful for scoring tests, SA
recording data, and monitoring progress.

4 5. The mobile unit is appropriate for delivering this type  SA
of instruction.

4 €. The classroom where the instruction is held is SA
satisfactory. .

5 7. The schedule is appropriate to meet the majority of SA
student needs.

6 8. The tests provide accurate progress data. SA

7 9. | was adequately prepared to instruct students. SA

7 10. ! receive adequate assistance and support with SA

problems | encounter in my job.

What comments do-you have about the program?

>
O

SD
SD

SD

SD

SD

SD

SD

SD
SD
SD

NA/U
NA/U
NA/U
NA/U
NA/U
NA/U

NA/U

NA/U
NA/U
NA/U
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CAREER ENHANCEMENT PROGRAM
WORKPLACE CURRICULUM EVALUATION

Evaluatjen cof Workplace Currijiculum by Teachers in CEP

Vallevy Blox Math Curriculum:

The teacher using the curriculum said that It reflected
& connection to the students’ work setting and/or specific
Jobs some of the time. The curriculum did correlate with
other competency-based curriculum materials most of the
time. The teacher commented that the math problems were at
2 level that was too easy for most of the students. More
technical word problems are needed even if they are not for
specific jobs which students may have.

Perdue Readine - Benefits =znd Safetv - Curriculum

The teacher using the curriculum said that it
cefinitely reflected both & ccnnection to the students’ work
setting and/cr specific jcbs and a correlation with other
competency-based curricuium materials. It was consistent in
Its readability and skill level most of the time.

The curriculum was definitely of interest to the
students.

Rocco and WLR Readina Curriculum

Three teachers used this curriculum and all said it
definitely reflected a connection to the students’ work
setting and/or speclific jobs. t correlated with other
competency-based curriculum materials most of the time.

One teacher commented that the benefits curriculum
should be more specific. “Students know the general idea;
what they want Is the details." Another teacher commented
that the very low level readers had some difficulty with the
"Benefits" and "Drug and Alcohol" curricula. One said that
she will use the *Safety* curriculum as reading material to
build vocabulary and comprehension. It will also be usecd
for group discussion and interaction.

All teachers said that it was of interest to the
students most of the time and all said that it helped the
students over-all.
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Roceo and WLR ESL Curriculum

The ESL curriculum definitely reflected a connecticn to
the students’ work setting and/or specific jobs according to
the teachers who used it. The materials correlated with
other ccmpetency-based curriculum materials and was
consistent in [ts readability and/or skill level most of the
time.

The teachers commented that the workplace curriculum
was definitely of interest to the students.

One teacher ccmmented that the level of grammatical!l
structure must be considered as well as the level of
vocabulary when writing ESL materials.

One general comment ccncerning all workplace curriculum
materials was that more ABE level materials would be useful
that deal directly with the job.
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Evaluation of Workplace Curriculum by Students in CEP

Rocco and WLR Readina Curriculum

tudents who completed the three reading curricula
(Benefits, Drug and Alcohol, Safety) for the poultry plants
Rocco and WLR answered unit evaluation forms. Part 1 of the
form asked students to answer questions using a number from
1 to S:

S - deflnitely

4 - mcst of the time
3 - some of the time
2 - seldem

1 - never

The following averages for each question were found:

Questjon 1: I learned scmething new about the
benefits/drug and ajcohol pelicy/safety of working at
ROCCG/WLR by finishing this unit.

ROCCO Benefits 4,33
BOcco Drua and Alcohol 3.8C
ROCCO Safetv 3.94
WiR Benefijts 4.0
WLR Drua_and Aicchol 3.66
WLR Safety 3.87
Guestion 2: I learned some new words by finishing this
unit.
RQCCO Benefits 3.78
ROCCO Drug and Alcohol 3.15
RQCCO Safety 3.53
WLR Benefits 3.61
WLR Drug and Alcohol 3.34
WLE Safety 3.52

Questjon 3: I enjoyed doing the exercises and puzzles
In this unit.

ROCCO Benefits 4.21

a lcohol 3.88
ROCCQ Safety 3.53
WLR Benefits 3.68
WLR Drug and Alcohol 3.86
WLR Safety 3.84
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Question 4: I would encourage others to do this unit.

ROCCO Benefits 3.82
ROCCO Drug and Alcohol 4.15
ROCCO Safety 4.18
WLR Bepefijts 4.45
WLR Drug and Alcohol 4.23
WLR Safetv 4.47

Question 5: This unit will help me Iin the future to
know about my benefits/drug and alcohol policy.

RQOCCOo Benefijts 3.83
RQCCO Drua and Alcohol 3.90
WLR Benefits 4.38
WL2 Drug and Alcohol 4.00

Part 2 of the evaluation form had two sentence
ccmpletion questions. Answers are listed below:

Questicn 1: If I could change semething about this
unit, I would:

- not change anything (many similar responses)

- shorten it

- change nothing because it gives you a clear meaning
to the policy

~ I would not change anything about this unit. It is a
good unit already.

- put In more exercises

- let all the people at (ROCCO) do this and Jet the
piant managers lead it

- find better answers for multiple choice questions

- make everyone in (WLR) cdo one of these that way
everyone will know more

-~ change the way some of the questions are asked

- make it longer cause I got finished too soon

- have everyone take it/make it mandatory for all

- add more puzzles

= put more things in this unit about fires (Safety
unit?

Questjon 2: This unit will help me in the future when:

- I need to know something about my insurance
(Benefits unit)

- I need to check on my benefit (Benefits unit>

- to know the holidays that we will be off and to know
the benefits when a problem arouses

- I need to use the "leaves from work" benefits

- I need to explain the benefits or other thing to
people who don’t know

- I need rules (Drug and Alcohol unit)

- I need to know the policy on drugs

- I see a 1ot of the employees acting careless

~ a drug problem arises
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Question 2, continued:

- I already knew most everything. But it would help
someone new to the company.

~ I go to get another job

~ 1f people I know have drug and alcohol problems that
will help me or help them

-~ I need to learn or do something about safety

- safety comes up where I need it

~ when there’s a problem with safety guidelines

- I train a new employee

- never
- I need to report a safety hazard
~ 1f I go to another job I will look for safety there

too

- I get into management

- I graduate

- I encourage others to do this unit or take up the
Career Enhancement Program

- I go into the army

- I become a USDA one day (Safety unit)

- if I start my own comgany

- I apply it tomy life




CAREER ENHANCEMENT PROGRAM
STAFF AND ADVISORY BOARD MEETINGS
MARCH 1991 - NOVEMBER 1992

March 1, 1991 Advisory Board Meeting
- plans for moblle learning center

April 23, 1991 Advisory Board Meetlng

June 4, 1991 Staff Meeting

June 7, 1991 Staff Training

- CCP lab, Arlington, VA

June 11, 1991 Staff Tralnling
- resource meeting, VAILL

June 19, 1991 Staff Merting
- discussion of Jjob-specific teaching materials

Advisory Board Meeting
- plans for new grant period

July 30, 1991 Staff Meetlng
- discussion of management system

September 18, 1991 Staff Meeting
- report of new management svstem

September 25, 1991 Advisory Board Meeting
- meeting with Dr. Weber

October 2, 1991 Staff Meetlng
- management Information

October 9, 1991 Staff Meeting
- progress and attendance reports

November 20, 1991 Staff Meeting
- workplace teaching materlals

December 4, 1991 Staff Meeting
- software evaluation

December 11, 1991 Advisory Board Meeting
- phase I evaluatlion report

December 18, 1991 Staff Christmas get-together

January 15, 1992 Staff Meeting
- discussion of forms for outcomes information

February 12, 1992 Staff Meeting
- review of software
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February 25, 1992 Advisory Board Meeting
- plans for GED ceremony

March 18, 1992 Staff Meetling
- Implementation of individuallized ESL program
- use of audio-visual materlals .

April 1, 1992 Staff Meetling
- Timmle Walker’s presentation of curriculum materlals
(video language and others)

April 8, 1992 Staff/Company Representatlves Meetling
- orientatlon procedure for CEP program

May 27, 1992 Advisory Board Meeting
- Introductlion of workplace curriculum
- explanatlion of state funding

June 3, 1992 Staff Meeting
- Implementation of workplace curriculum

August 19, 1992 Staff Meeting
- evaluatlon of workplace curriculum

August 26, 1992 Advisory Board Meeting
- plans for final evaluatlon
- plans for GED ceremony

-

September 30, 1992 Staff Meetling
- dlscusslion of language experlence approach
- plans for GED ceremony

October 21, 1992 Staff Meeting
- management of dliversity In the classroom

November 4, 1992 ESL Stafi Meeting
- teacher sharing

November 13-14 U.S. Baslcs East Coast Reglonal Workshop
November 14, 1992 Tralning Session for ESL teachers
November 18, 1992 Advisory Board Meetling/Staff Meeting

- future program plans

= visit with Dr. Weber

November 25, 1992 Staff Meeting
- teacher sharing from November 13-14 conference

Staff meetings include time for reviewlng progress and
attendance data, student Interviews, CCP materlals and
office and van concerns

-
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CAREER ENHANCEMENT PROGRAM
STAFF AND ADVISORY BOARD MEETINGS
MARCH 1991 - NOVEMBER 1992

SUMMARY :

There were seventeen regular staff meetinas. Common agenda
at all meetings included the following items of discussion:
progress and attendance data, student interviews, CCP
materlals and office and van concerns. One or more meetings
Included the following ltems of discussion: individualized
ESL program, use of audio-visual materlals, new curriculum
materlials, language experlence approach, management of
diversity In the classroom and teacher sharing from regional
workshop.

There were nine regular advisory board meetings. Items of

discussion included plans for the mobile learning center,
plans for the final evaluation of the current program as
well as future program plans and funding.

One meeting of staff and company representatives discussed
the orientation procedure for the CEP program.

Both gtaff and advisorv board meetinas discussed plans for
GED ceremonies and implementation and evaluation of
workplace curriculum.

Several CEP teachers attended the fol lowing:
- VAILL Conferences: August, 1991 and August, 1992
~ VAILL Tralning Sessions
- U.S. Baslcs East Coast Regional Workshops
- Cluster Tralning Sesslions at Dayton Learning Center
(by Virginia Adult Educatlion and Literacy Resource
Center)

CEP teachers were involved in peer training as new teachers
came to the program. Training involved use of the
management system, Individualized teaching procedures and
use of software. Additlionally, teachers tralned volunteer
tutors from James Madison University’s Center for
Service-Learning two semesters each school year.

Graduation ceremonies occurred regularly to recognize both
GED graduates of the Career Enhancement Program as well as
students who moved from the ESL level to the ABE level
within the program.
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TO: Dr. Larry Weber. External Evaluator

FROMNi: Dr. Shirley B. Merlin, Director Z), p 7
Career Enhancement Program Wéxﬁ 5 }'/(_,M_/é\

RE: Teacher Evaluations
DATE: December 14, 1992

The five teachers employed on the Mobile Leaming Center and two for the on-site
classes (one is empioyed in both places) are all very good adult educators. If we were
to rate them on a one-to-five scale the overall average would be 4.8 (high). At this
point. all but one of the teachers are experienced in working with adult learners in
either the ABE/GED and/or ESL programs. (We hired one new ESL teacher this
Summer). They show a great deal of sensitivity to each participant's personal and
educational needs which is so important when working with learners who may have
experienced difficulty in school or who may have many problems. The motivation and
rapport with students in nearly all classes has been excellent. In the Advanced class.
the teacher maintained very good rapport with the students. However, some students
simply did not want to participate in the project for reasons outside the teacher’s
control.

Through the on-going staff development efiorts the teachers are much more proficient
in utilizing the individualized. self--paced Comprehensive Competency Program and
management system. There are still occasional errors in management reports that
tend to slow up the data analysis, but not as often as in the past. The staff is using the
Workplace Curriculum along with the ABE/GED or ESL materials wherever
applicable. The teachers have a cooperative spirit and help each other on various
instructional or management problems as they arise. We find that one of the most
effective types of staif development activities is to have the teachers work together to
learn new ideas and help solve problems.

Three teachers have been particularly helpful in assisting with the curriculum and
management system. The teacher of the Advanced class at Merck, Steve Sine.
developed the tests and referenced in the Advanced Workplace Curriculum into the
management system. Deanna Kauffman Benevides assisted the Curriculum
Developer with developing the ESL curriculum and with the mathematics section of
the Valley Blox curriculum. She also has been helpful in providing the data needed for
special reports through the use of management system. Jerry O'Hara assists with the
management system for on-site classes for Rocco and WLR. He also devised some
motivational data analysis for students working on their GED for both the on-site and
mobile classes.

Overall, | believe we are very fortunate to have such a dedicated. professional
teaching staff.




APPENDIX C
DISSEMINATION MATERIALS




Career Enbancement

Program

The Career Enhancement Program is designed to
deliver literacy instruction to people at their place of
employment. To assist employees in advancing their
careers, the program offers instruction in reading,
writing and mathematics.

Why Workplace Literacy?

Industries throughout the nation are experiencing a
change in the level of literacy needed by their employees.
Most industrics use complex equipment and provide
printed materials which require higher levels of literacy
and math skills than werc necessary in the past. These
technological changes make it necessary for many
employees to acquire additional education.

In the Shenandoah Valley, the poultry industry employs
people who could be promoted to more responsible posi-
tions if they possessed better reading, language and math
skills. Efficiency would be improved if these employees
could read the manu: .5, newsletters and miscellaneous
information pertaining to their employment.

Advantages of
Workplace Instruction

Both employee and employer can benefit from
workplace instruction. In addition to teaching the
basic literacy curriculum, educational materials are
developed to help employees read materials specifically
related to their own job.

By providing instruction at the work site, the need
for additional child care and transportation. and other
problems associated with attending classes after working
hours is eliminated. This improves attendance and allows
instruction to be geared to employment needs.

The Mobile Learning Center

The Career Enhancement Program delivers instruction

to participants in a unique way. Equipped with computers

" and printed materials, the Mobile Learning Center is on
the road five days a week visiting different company sites
in the area.

Professional teachers and driver/aides test employee
participants and provide individualized computer-assisted
instruction once or twice a week. The program includes
literacy, functional and job-specific skills training ranging
from beginning levels through pre-college. English as a

" second language is also offered.

Each employee participant receives a total of three to
four hours of instruction weekly. Through the computer-
ized management system, employees are given immediate
feedback on test results and teachers are able to monitor
and adjust the program as needed. Self-confidence grows

© _the employee progresses in the program.
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Career Enhancement Program offers
Employees Personal and Professional
Development as well as Career

Advancement Opportunities!

As part of our
ongoing commit-
ment to employee
involvement and
development,
Rocco is contin-
uing its on-site
educational
programs. The
Career
Enhancement
Program, now in
its fourth year, is

continuing to
provide a means for employees
to improve their skills. Twenty-
six students passed their GEDs
after studying in this special
classroom, which is designed so
each student may work at their
own skill level.

Many of the graduates have
expressed a desire to continue
their education. Out of the
twenty-six Rocco students who

“have passed their GED’s, two in
particular have advanced their
careers by accepting promotions
within Rocco.

Linda Hepner, Rocco Turkeys,

enrolled in the program in
October 1989. She was only
enrolled for a short time, and
passed her GED in December
1989. In January of 1990, she wa-
promoted to a quality control
technician. Linda was again
promoted in December of 199}
to a production supervisor on
the thigh Tine in boning

She says, “1really enjoved the
10
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Catiy Leach and Linda Hepner

program. If Rocco had not
offered this opportunity, I'd still
be in the sausage room. Without
those classes, I would not have
gone so far. I thought about
going back to school for years,
but never did. My supervisor,
Gary Cobb, told me about the
program and encouraged me to
enroll. [ guess I just needed that
extra boost of confidence to go
back to school.”

Linda took a class in poultry
management at Blue Ridge
Community College in 1990. She
has plans to take computer
classes, as well as management
classes in the future.

Another success story in the
Career Enhancement Program is
Cathy Leach. Discouraged by the
ditticulties ot being hearing
mmpaired in a school with large
class sizes, Cathy did not tinish
high school '

Over the vears, the trustration

AR
Lo

she experienced
while in school
made her
hesitant to go
back. With the
help and
encouragement
of Sonja
Mongold, Cathy
enrolled in the
Career
Enhancement
Program in
1988.

Working one-on-one with
teacher Steve Sine helped Cathy
to reach her goal. In the spring of
1989, after only nine months in
the program, she received her
GED. Four months later, Cathy
was promoted from the position
of leadperson to supervisor of
the breast line, night shift.

When asked for her thoughts
on the Career Enhancement
Program, Cathy responded, “I
think it's wonderful. It is one of
the best programs that Rocco has
and 1 would recommend it to
anyone. Without this program, |
would never have been pro-
moted.” Cathy also encourages,
“If vou have the chance, go, and
stick with it. Onlv good will
come out of it"”

While preparing tor her GED,
Cathy also took some classes at
Massanutten Technical Center
In the future, <he would ke to

- take additional  lasses in super-

vision and pubhc speaking
P
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Agenda
Career Enhancement Program
Graduation Ceremony
Friday, December 4, 1992, 10:00 a.m.
Dayton Learning Center

Welcome Patty May
Director of Public Relations, Rocco, Inc.
Remarks Chip Christian

Vice President of Human Resources, RE

Career Enhancement Program Remarks Dr. Shirley Merlin

Director Career Enhancement Program

Presentation of RFP Certificates Beth Morris
EMT/Safety Coordinator
Kathy Custer Linette Dellinger
Presentation of RFF Certificates John Wolfe

Director of Human Resources, RFF

Troy Funk Melissa Landis -
Jose Reynoso Mable Smoot
Timothy Yates
Presentation of RTVA Certificates Sonja Mongoid
Human Resources Specialist, RTVA
Carlos Flores Juana Guerrero
James Knott David Lagunas
Allen Long Nolberto Luna
Edward McCray David Obregon
Antonio Luna Quezada Roma Raines
Pam Shifflett Michael Smith
Jose Sosa Sandra Turner
Jesus Barajas Zepeda
Wampler-Longacre Remarks Jane Brookshire

Director of Human Resources, WLR Foods, Inc.




Remarks & Introduction of WLR Guests

Presentation of WLR Hinton Certificates

Sharon Atkins
Steve Lambert
Bernardino Munoz

Presentation of WLT Harrisonburg
Certificates -

Linda Howell

Remarks & Introduction

Presentation of WLC Certificates

Granville Bare, Jr.
Kandy Freed
Johnny Gordon
Conrado Elias Perez

Dave Wolf
Training & Education Coordinator,
WLR Foods, Inc.

Jeb Powell
Division Manager of Human Resources,
WLT-VA
Mary Lambert
Delbert Lantz
Janice Simmons
Tim Runion

Plant Manager, WLT Harrisonburg

Miladin Patarinski
Mary Lee Rexrode

Pat Dellett
Career Enhancement Program Teacher

Benny Howdyshell

Leonard Dunahoo

Human Resources Manager, WLC
Carolyn Lohr

Benefits Specialist, WLC

James Collier

Larry Gainer

Sandra Kennedy

Saekkham Sitathammavong

Alejandra Tlaxcala

Remarks & Presentaton of Perdue Certificates

Vickie Gill

Steve Schwalb
Operation Manager, Perdue

Nancy Knight

Terri Morris

Closing Remarks

Patty May
Director of Public Relations, RE

- . -‘ -'
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JMU Program’s Mobile Unit
Provides High-Tech Education

By TOM HOUFF
N.V Staff Wrlter

James Madison Universily
displayed Its Career Enhance-
ment Program’s mobile fearning
center yeslerday oulside the
Wayne-Tex and Poly-Bond
building.

Shirley Merlin, director of
JMU's Carecer Enhancement
Program. sald Wayne-Tex and
Poly-Bond are the first compa-
nies to tnvite the van to
Waynesboro.

The demonstration project.
sponsored by the U.S. Depart-
ment of Education’s National
Workplace Lliteracy Program.
has become popular among
Rockingham County's Indus-
tries. she sald.

Companies are using more
complex equipnmient which re-
quires a higher level of reading.
language and math skills. Ms.
Merlin sald.

"Companlies are changing
and upgrading machinery.” she
said. "Employees need to im-
prove work related skills or the
companles may leave,”

The program’s compuler-
assisled classes are tatlored to
the individual and the com-
pany’s neceds, With the invita-
tlon of a company. the van
equipped with flve compulters. a
VCR and a tape recorder usual-
ly visits a sile for two hours,
twice a week.

The van can accommodalte up
to 12 students at once. Ms.
Merbn sald.

"We're a very Individualized
program,” she said “The em-
ployeces learn at thelr own
pace.”

Martha Carper. also of JMU's
Career Enhancement Program.
said 1t offers elementary
through college level courses.

"A supervisor may need (o
linprove report-writing skills. It
all depends on the goal of the
worker,” Ms Carper sald. “IUs
{the program] also deslgned to
butld self-confidence and
problem-solving skills."

Other skills require refresher
courses because specific skills
aren’t used often. ltke chemi.
stry. Ms. Merlin sald

Phoebe Knight. human re.
source manager for Wayne-Tex
and Poly-Bond. said mostly
manaders will look at the mo
bile  lass during the van's first
Vs

Ms Knight descnbed how her
con:panies may use the learn
Ing ah

LU compantes are moing
towar is prrsonal compuler us
AR manufaciuring © she
sud CRornstance all the ship

B

A Class

y Van

Shirdey Merin (foreground) and Mariha Carper of James Madison
University's adult education program practice the:s computer skills
in the mobile classroom van. The vanis part of a program designed
to teach a company’s employees the skills to 1mprove therr job

performance.

ping Instructions for goods are
done with a computer.”

Many of the Rockingham
County based companies plan
to help JMU and the Massanul-
ten Technical Center continue
the program once funding for
the demonstration perfod ends
Dec. 1. Ms. Merlin said.

“I know the need (for adult
cducalion) ts out there,” she
sald.

Students are also laughl
programs In Adult Basic Exluca
tlon In preparation for the Gen
eral Educational Development
[GEDY exam. Ms Merhin satd

Fidel Caslro hecame prime
minister of Cuba (n 1959

— e e e Nas

(N-V Photo by Tom Houff)

BRCC Schedules SAT
Preparation Classes

WEYERS CAVE - Two clas
ses 1o prepare siudents for the
Scholastic Aptitude Test (SAD
will be held at the Wavneshora
Ceater of Blur Rudge Comimum
ty College

The sescans will be heldd
from 9 am 1onoan n Nov 1t
and 21

Fazegiates 0l Sl Lisaick e
the Waye st o 0ot
V42 27220 o0 e AR Cent
for Tralntng b e e ragane o
al 234 9200, w5 pcing L
G O269 exiewoan 2,
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DRAFTT — CONFIDENTIAL

VALLEY BLOX, INC.
WORKPLACE MATH CURRICULUM

A Y

CTI
The Valley Blox Workplace Math Curriculym Is based on actual
workplace situations and tasks in order to (1) capture the
learner‘s attentlon and interest and (2) provide ease in
transfer of new knowledge to work on the Jjob at Valley Blox.
The workplace curriculum allows the learner to relate new
skills to knowledge and skllls already possessed and to
transfer learning from the classroom to situatlions and tasks
at Valley Blox. The close connection between "classroom
work" and "on-the-Jjob work" brings a relevance to learnlng l
which may enhance motivatlion.and skl11 development In the \
classroom. This close connectlon may also Improve the :
worker’s motlvation and self-image as well as his or her
performance at Valley Blox.

The math skllls and sample problems Included in thils
curriculum are based on skills helpful and/or necessary to
complete tasks performed at all of the divisions of Valley
Blox, Inc. :




OBJECTIVES

SECTION 1.
Unit I. Fractions

The behavlorél objectlves are:
1. to demonstrate knowledge of fractions as parts of
whole, Including the terms NUMERATOR, DENOMINATOR, MIXED

NUMBER, EQUIVALENT FRACTION, LEAST COMMON DENOMINATOR and
MULTIPLE.

2. to identify mixed numbers and to convert between
improper fractlons and mixed numbers.

3. to find equlvalent fractlions for fractlons.

4. to find least common denomlnators for fractlons.

The CCP Competencles lncluded are:

1. Level 1.2.1.1: Fractions
2. Level 1,3.1.1: Primary GED
Unit 1.3.1.1.1: Review of Baslics
3. Level 1.3.1.1: Primary GED
Unit 1.3.1.1.2: Word Problems
Lesson 1.3.1.1.2.1: Fractlon Word Problems

Unit II. Measurement

The behavioral obJjectlives are:
1. to demonstrate knowledge of the United States

‘system of llinear measurement, lncluding STANDARD UNITS OF

MEASUREMENT, ABBREVIATIONS, SYMBOLS and EQUIVALENTS.

2. to add and subtract )linear measurements down to
1/716",

3. to convert between Inches, feet and yards.
4. to Interpret and solve measurement word problems.

The CCP Competencles Included are:

1. Level 1.2.1.2: Measurement
Unit 1.2.1.2.1: Linear Measurement
2. Level 1.3.1.1: Primary GED
Unlt 1.3.1.1.1: Review of Basics
¢
135




SECTION 1I1.
Unit: Board Feet

The behavioral obJectives are:

1. to demonstrate knowledge of the use and calculation
of BOARD FEET.

2. to interpret and solve board feet word problems.

The CCP Competenclies Included are:
Level 1.3.1.1: Primary GED
Unit 1.3.1.1.2.: Word Problems

Unit: Geometry Problems

The behavioral objectives are:
1. to demonstrate use of common geometric formulas

(area, perlimeter and clircumference) for squares, rectangles
and circles.

2. to Interpret and solve word problems requiring use
of common geometric formulas (area, perimeter and
clrcumference) for squares, rectangles and clircles.

The CCP Competencies included are:

Level 1.3.1.2: Comprehensive GED
Unlt 1.3.1.2.2.: Geometry

Unit: Two Step Word Problems

The behavioral objective is:
to solve word problems requiring two steps.

The CCP Competenclies included are:
Level 1.3.1.1.: Prlmary GED
Unit 1.3.1.1.2.: Word Problems

Unit: Algebra Problems

The behavioral obJjectlive is:

to solve word problems requiring simple algebraic
equations. ‘

The CCP Competencles included are:

Level 1.3.1.2.: Comprehensive GED
Unit 1.3.1.2.1.: Algebra

"
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MATERIALS

The Valley Blox Workplace Math Currjculum includes two
sectlons. The first section teaches sequentlial skill
development in speclific areas of math necessary for work on
the job at Valley Blox. These areas (for example:
fractlons, measurement) correspond directly to skills taught
In the Adult Basic Educatlon program. The Valley Blox
currlculum can be used for Instruction and/or review and
extenslon of the A.B.E. currliculum.

The second sectlon provides sample math problems which
correspond to the kinds of situations and tasks found on the
Job at Valley Blox. All of these problem areas are directly
related to several areas of math Instruction from the A.B.E.
and the G.E.D. programs and so provide relevant
extension/practice of basic skills taught. Instruction is
included in several problem areas. For example, in the
problem area entitled “Board Feet," direct instruction

concerning definltions and calculations of board feet is
given.

Both sections of the Valley Blox Workplace Math Currjiculum
are in written form.




LEARNING ACTIVITIES

Section one of the Valley Blox Workplace Math Currlculum has
units of sequentlal skills instruction with practice
exerclses following the introduction of each new skill.
Sectlion two has unlts of specliflic kinds of problems with
Instructlion Included in several units.

If a learner’s reading skills are adequate, the learner may
work through each unit Independently. Readability averages
are listed on the following pages for sections one and two.
It may be necessary for the teacher to read or aid In the
reading of the Instructlions. .

Both sections have detalled answer keys for individual
evaluation. The keys not only provide the "correct answers"
but also provide a review In Instruction as the sequence of
problem-solving Is provided.




Readability : Sample Number :
el LA h S S8 Pvetsee
SPACHE 3.8 2.1 2.5 2.8
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Readability : Sample Number :
Fermula : 1 2 3 4 5 6 : Average
SPACHE 3.5 3.7 2.8 3.3
DALE-CHALL 8.0 8.2 7.2 7.8

FLESCH Q1 8% 84 88

A e .o .
- e oo .
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SUMMARY OF READABILITIES

Readabllity levels of the workplace math curriculum
materials vere calculated using seven formulas by the
Britannica Computer Based Learnling software program.

The readablility shows a range of reading levels from third
to sixth grades for Sectlion I. and fourth to elghth grades
for Sectlon II. The Flesch formula lists both sections In
the easy to very easy category of readabllity.




EXTENSION OF LEARNING
Two processes for extendling learning in the skill areas

covered [In the V W are:

1. Students may bring actual problems from the workplace

which correspond to practice problems to the classroom
setting.

2. Students may create practice problems of thelr own
which correspond to areas of instructlion.

In elther of the above processes; étudents may work

Individually or In pairs to do the actual or created
problems.




EVALUATION

Evaluation plays an Integral role in the Vallev Blox
Workplace Math Curriculum units as 1t provides feedback
concerning the learner’s progress In meeting his or her
learning goals and feedback concerning the worker’s progress
In meeting Valley Blox’s goals for performance in job-role
tasks. Evaluatlion additionally gives information to the
Instructor and the curriculum writer concerning adjustments

to the Instruction and/or the curriculum which may be needed
to meet these goals.

The two areas of evaluation Included in each Valley Blox
Workplace Math Currjculum unlt are:

1. Evaluation of skill development for each learner by:
a. practlice exercises
! b. post-test

c. supervisgsor feedback form

2. Evaluatlion of the unit, concerning:
a. wunit clarlty and continulty
b. unit re]eyance to workplace tasks

‘ The speclfic exerclses and forms mentloned above are
necessary for documentation of mastery of skills, but

Informal ongolng evaluation is necessary as well for the
learner, instructor and curriculum writer.

=
Pet
-




VALLEY BLOX, INC.
WORKPLACE MATH CURRICULUM

UNIT EVALUATION

You have recently completed a unit of math instruction from
the Career Enhancement Workplace Math Currlculum.

Please flll In each blank with a number from i to 5:

S-definltely, 4-most of the tlme, 3-some of the time,
2-seldcm, 1-never.

I learned something new after completing the
workplace math currliculum unit.

I learned something new which will help me In my work
at Valley Blox after completing the workplace math
currlculum unit.

I enjoyed the workplace math curcliculum unit which I
completed.

The workplace math currliculum which I completed had
Instructlion which related to work I do at Valley Blox.

I have or will encourage others to consider the

Career Enhancement Program optlon which uses workplace math
curriculum.

Could you llet situations and problems you have on the Job
which you would llke future instructlion In?

e
o)




VALLEY BLOX, INC.
WORKPLACE MATH CURRICULUM

SUPERVISOR FEEDBACK FORM
Valley Blox employee, , has

completed a unit of math lnstructlion from the Career
Enhancement Workplace Math Currlculum.

From your perspectlive as this employee’s supervisor, please
f111 1n each blank with a number from 1 to 5: 5S-definltely,
4-most of the time, 3-some of the time, 2-seldom, 1-never.

The employee’s work attltudes and motlivatlon have
benefited in recent weeks following the lnstructlon of
workplace math currlculum. .

The employee’s work performance has beneflted In
recent weeks followling the instructlon of workplace math
currlculum.

The employee has talked poslitively about the
Instructlion from the workplace math currliculum.

The employee has encouraged others to consider the
Career Enhancement Program option which uses workplace math
currlculum.

From your knowledge of the employee’s job tasks and
situations, could you list speclflc kinds of problems which

would be helpful for your employee(s) to recelve future
instructlon In.




VALLEY BLOX, INC.
MATH CURRICULUM
SECTION 1I.
PRETEST

Change the mixed fractlon 2 1/2 to an "“improper
fraction" with 2 In the denomlinator.

Change the "Improper fractlon" 9/8 to a mixed fraction.

Change the fractlon 1/3 to an equlvalent fraction with
6 as a denominator.

Add 6 feet 4 1/4 lnches and 3 feet 3/4 inches.

How many lnches does 1| yard 2 feet 3 inches equal?

| XY
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VALLEY BLOX, INC.
MATH CURRICULUM

I. FRACTIONS

FRACTIONS are a part of your llife at home and at your
work at Valley Blox. When you dlvide a plzza Into 8 equal
parts, you are maklng fractions. When you use a 1/3
measurling cup or a 1/2 teaspoon measure while cooking, you
are uslng fractlions.

Work at Valley Blox depends on knowiedge of fractions
as well. Whether you are adding 2 measurements of board

length or working with 1/2 inch nuts and bolts, you are
usling fractions.

3 I I I HH H I I I H K H I I HH I I I H I I I I H I I I ;I HHH I I I I I I, I H KKK HH

*¥%¥ Fractlons are written wlith numbers above and below a

line. To read a fraction, you read the top number and then
you read the value of the bottom number.

1/2 |ls read one-half
1/3 1s read one-third
1/4 1s read one-fourth
‘ 1/5 is read one-flfth
1/6 1s read one-slixth

The bottom number of a fractlon shows how many equal
parts make up the whole. The top number shows how many
parts are belng used in the fraction. If the numbers on the
top and the bottom are the same, you have 1 whole. For
example, 3/3 equals 1 and 4/4 equals 1 whole.

The top number of a fractlon Is called the NUMERATOR
and the bottom number of a fraction iIs called the
DENOMINATOR.

Do Exerclse A.

*¥%% One place where you see fractlons at Valley Blox is In
the use of a ruler or tape measure. Almost all rulers are
divided into halves, fourths, elghths and sixteenths.

Notice on a ruler that 1/2 inch and 1/2 inch equals 1.
174 Inch and 1/4 Inch equals 1/2

1/8 Inch and 1/8 Inch equals 1/4

1716 inch and 1/16 inch equals 1/8

Do Exerclse B.

1
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*%% A MIXED NUMBER Is a whole number and a fractlon
together. When you are working with fractlons, as in
measuring, you often use mixed numbers. For example, when
you measure a board that !s 18 1/2 inches, 18 1/2 Is a mixed
number. As you add or subtract wlth mixed numbers, you may
need to change mixed numbers Into fractlions, fractions Into
mixed numbers or you may need to change one mixed number
Into a more useful mixed number.

Do Exerclse C.

*¥% Often when you work with a fractlion, you need to change
that fractlon into an EQUIVALENT FRACTION so that when you
work with 2 dlifferent fractlions, you are working with
fractlons with the same denomlnator.

FINDING EQUIVALENT FRACTIONS.

Multliply the numerator and the denominator of a
fractlon by the same number (not zero).

For example, 1/2 equals 2/4 because the numerator
and the denominator were each multiplilied by 2. 1/2
also equals 3/6 because the numerator and the
denominator were each multlipled by 3.

Do Exerclse D.

¥%¥% How do you know what denominator to use for the
fractlons you are worklng with? To find the same
denomlinator for 2 or more fractlons that you are working
wlith, you need to find the LEAST COMMON DENOMINATOR for the
fractlons. After you find the least common denominator,
then you can wrlite equlvalent fractlons that have the same
denominator.

FINDING THE LEAST COMMON DENOMINATOR.

Look at the example of finding the least common
denomlnator for 1/2 and 1/3. List several MULTIPLES
of each denominator.

Multliples of 2: 2, 4, 6, 8

Multliples of 3: 3, 6, 9, 12

Find the smallest number that appears on both
lists. That number Is 6.

Now, find equfva]ent fractlons for 1/2 and for 1/3
that have the common denominator of 6. You will
multiply both the numerator and denomlnator of 1/2 by
3 and you wlll multiple both the numerator and
denominator of 1/3 by 2.

172 = 3/6 and 1/3 = 2/6

Do Exerclse E.

-
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VALLEY BLOX, INC.
MATH EXERCISES

I. FRACTIONS

Exerclse A. ~

1.

Draw a square.

Divide the square Into 3 equal parts.
Shade. in 1 part.

The part you shaded In Is 1/3 of the square.

Draw a clircle.

Divide the clircle Into 4 equal parts.

Shade In 3 parts.

The part you shaded In Is 3/4 of the clircle.

Draw a clrcle.

Divide the circle Into 8 equal parts.
Shade In 3 parts.

wWhat fractlon of the clrcle Is shaded [n?

What fractlon of the circle Is not shaded In?

Draw a square.
Divide the square Into 4 equal parts.
Shade In ! part.

What fractlon of the square Is shaded in?

What fractlon of the square ls not shaded 1n?

Pt
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Exerclse B.
Needed: ruler or tape measure

Draw a line that Is 3 Inches long.

-

- Mark off 1 inch, 2 inches and 3 inches with up and down
llnes.

- Mark off 1/2 Inch marks along the line. <(shorter than the
marks you Jjust made)

- Mark off 1/4 Inch marks along the line. (a bit shorter
than the marks for 1/2 Inch>

- Mark off 1/8 Inch marks along the line. (a bit shorter
than the marks for 1/4 Ilnch)

- Mark off 1/16 Inch marks along the line. (a bit shorter
than the marks for 1/8 inch)

- Put a ¥ above 1 1/2 Inches.
- Put a + above 2 1/4 inches.

- Put a ~ above 3/8 inches.

Exerclse C.
Needed: ruler or tape measure

Note that 1 1/2 inch Is equal to 3/2 inch because i is equal
to 2/72 so 2/2 + 1/2 = 3/2. You will have more practice
adding fractlions later, but for now use your ruler or tape
measure to answer the following.

(Change to "improper fractions":)

1. 2 1/4 = /4
2. 31/2 = /2
3. 1 3/8 = /8
4. 2 3/4 = /4




(Change to "mlxed numbers":>»

5. 574 =1

6. 19/8 = 2

-

7. /2 =

(Change to more useful mlxed

8. 2 3/2 =3
9. 5 9/8 =
10. 3 774 =

Exerclse D.

numbers:)

Change the followlng fractlons to equlvalent fractlons with

the denomlnators mentloned.

/8,

/10, /16

1. 172 = /4, /6,
2 174 = /8, /12,
3. 2/3 = /6
4 5/8 = /16

Exerclise E.

/16

wWhat is the least common denomlnator for

fractlons?
1. 172, 1/4

173, 1/4

2

3. 5/8, 172
4 2/3, 1/8
S

374, 3/8

Y

140

the followlng




Use the least common denominator of the followlng fractions
to write equlvalent fractlons.

6. 374, 1/6

7. 1/3, 1/4~

8. 2/3, 1/2

9. 3/5, 1/2

10. 3/8, 2/3

st
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. VALLEY BLOX, INC.
MATH CURRICULUM
SECTION 1I.

POST-TEST

1. Use the‘least common denominator of the followlng
fractions to write equivalent fractlions.

a. /3, t/2

b. 374, 2/3 ’

2. Add the following measuéements.
a. 4 feet 2 1/8 inches

+2 feet 3 5/8 inches

b. 1 foot 9 3/16 inches
+S feet 2 4/16 lnches

3. How many inches does 2 yards 1 foot 7 inches equal?

«

5
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VALLEY BLOX, INC.
MATH KEY

I. FRACTIONS

Exercise A. *
Exerclise B.
use teacher discretion to check

Exerclse C.
9/4
/2
11/8
11/4

174 ’
3/8 '
172

172
1/8
374

Exercise D.
. . 172
1/4

273
S5/8

-0 ~N o HWN -

LW W+

0.

2’4, 3/6, 4/8, 5/10, 8/16
2/8, 3/12, 4/16

4/6

10/16

HWN -

Exerclise E.
4
12
8
24
8

g b WN -
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VALLEY BLOX, INC.
MATH CURRICULUM

II. MEASUREMENT

Each day that you go to work at Valley Blox, you use
MEASUREMENT. When you drlve to work, do you notice how fast
your car |s going? Speed - mliles/hour - Is MEASUREMENT. Do
you notice what time it Is when you take a break or have
lunch? Do you know how many hours and mlnutes you’ve worked
when you punch your time clock? Tlme |Is MEASUREMENT. Do
you use a ruler or some kind of tape measure at work? Using
feet and lnches ls using MEASUREMENT.

You probably use some kind of measurement at home every
day also. When you measure the helght of your chlldren, you
are measuring. When you use a recipe wlth cups and
teaspoons, you are measuring. When you step on the bathroom
scales, you are measuring. When you find the size of a room
to buy carpet, you are measuring.

Valley Blox depends on exact measurement in each of Iits
four divisions. Maybe your work Is helping to make a
precast plpe for Amerlicast or maybe you help to make floor
‘ trusses at Skylline Bullding Svsiems. Everyday you are using
MEASUREMENT on the Jjob.

LR 222222223322 222223.3F 2

#%% At Valley Blox It |s important to measure lengths
exactly. We use STANDARD UNITS OF MEASUREMENTS when we need
to measure exactly. These standard units are understocod by
everyone who uses them.

An Inch Is a standard unit of measurement.
A foot Is a standard unit of measurement.
A vard is a standard unit of measurement.
A mlle Is a standard unit of measurement.

**% It Is Important to know ABBREVIATIONS and SYMBOLS for
unlts of measurement.

When you write 1 lﬁch, you may write 1 In. or 1".
When you write t foot, you may write 1 ft. or 7.
When you wrlite ! vard, you may write 1 yd.
When you write 1 mile, you may write 1 mi.

In., ft., yd., and ml. are ABBREVIATIONS.
. " and “ are SYMBOLS for inch and foot.

Abbreviations and symbols are useful because they save

time and space. They make 1t easler for you to understand
directlions quickly. Y

=
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¥¥% Jt’s also Important to know the EQUIVALENTS of units of
measurement .

12 Inches Is the same as 1 foot.
3 feet ls the same as 1 vard.
5280 feet Is the same as 1 mile.

Equlvalents are useful because when you work with more
than 1 measurement, you may need to change the measurements
to the same unit. Another time equivalents are useful is
when you add measurements together, you may get a very large
measurement which 1s hard to use. You may want to change to
a dlifferent unit which will give you a smaller number to
work with.

For example, maybe you need to get 1 board that is the
same length as 3 boards put together which are each 16
Inches long. When you add the lengths of 3 boards, you find
that you need 1 board that Is 48 inches long. If you change
48 Inches Into feet, you find that you need a board that Is

4 feet long. Four feet 1s easler to work with than 48
Inches.

**% Rulers and tape measures are used to measure length.
They are marked off Into Inches and feet. Sometimes a more
exact measurement |s needed, so you use the marks that
Indicate 172 Inch, 1/4 inch, 1/8 inch, 1/16 inch.

Do Exerclse A.

In your work with measurement, you may need to add or
subtract measurements. You add or subtract fractlions of an
Inch In the same way you add or subtract other klnds of
fractlons. It iIs Important to add or subtract like units of
measurement. <(lnches + inches; feet + feet; etc.)

Do Exercise B.

It is Important to know how to change from one unit of
measurement to another. Anytime 12 or more inches is
mentioned, any 12 Inches can be changed to 1 foot. Anytime
3 or more feet is mentioned, any 3 feet can be changed to 1
vard. Likewise, 1 foot can be changed to 12 lnches and 1
vard can be changed to 3 feet or to 36 inches.
For example: 16 Inches = 1 foot, 4 inches
5 feet = 1 yard, 2 feet
2 feet, 2 Inches = 26 Iinches
2 yards, 1 feet 7 feet

Do Exerclise C.

Y
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VALLEY BLOX, INC.
MATH EXERCISES

II. MEASUREMENT

Exerclse A. ~
Needed: ruler or tape measure

Use a ruler or tape measure to measure S obJects around you.
Write the name of each ltem and the length of the item on
the llnes below. Measure exactly, usling the smallest line
on your ruler or tape measure!

OBJECT MEASUREMENT

w N

o

Exercise B.

1. You have 2 pieces of lumber.

One Is S feet and 2 Inches. S feet 2 lnches
The other 13 3 feet and 4 Inches. + 3 feet 4 inches
How long are the 2 pleces put together? feet inches

2. 2 ft. 4 1,2 1n.
+ 2 ft, 7 in.

3. You need 12 feet 8 Inches of molding

for a room. You already have 7 feet 12 feet 8 Inches
6 Inches of molding. How much more - 7 feet 6 jnches
molding do you need to buy? feet Inches

(4

4. 6 ft. 9 1/2 In.
hd 44ﬂ45 1n|

5. After you find the answer below, you may want to change
some of the lnches Into another foot.

. 3 feet 6 Inches

+ | foot 8 inches

[
e
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6. Before you begin this problem, you may want to change
4 feet 7 Inches into 3 feet Inches.

4 feet 7 Iinches
- 2 feet 9 inches
7. Jane wants to bulld 2 shelves. One shelf will be 4 feet
3 Inches and the other will be 4 feet 6 iInches. If she
buys 1 length of wood for both shelves, how long will
that length of wood be?

8. TIim needs 10 feet 9 Inches of molding for one room he is
remodeling. He needs 12 feet 3 inches of molding for
another room. How many feet of molding should he buy?

9. 6 feet 6 1/4 inches
+ 2 feet 3 1/4 ipches

10. 7 feet 2 1/8 lInches
+ 5 feet 4 3/8 inches

il1. 1 foot 9 1/8 inches
+ 2 feet 2 5/8

12. 8 feet 5 1/16 Iinches
+ 3 feet S 3/16 Inches

13. 5 feet 1 1/2 inches
+ 4 feet 3 1/2 lnches

14. 14 feet 8 3/8 inches
- 7 feet 4 {/8 lnches

15. 10 feet 5 7/16 inches
- 6 feet 3 4/16 inches

16. 9 feet 11 5/8 inches
- 8 feet 2 3/8 Inches




17. 12 feet 4 1/2 inches
- 10 feet 2 1/2 Inches

18. 4 feet 2v5/8 !nches
- 2 feet 2 3/8 inches

19. Ruth Is bullding a fence and needs 3 lengths of wood:
4 feet 5 1/2 inches, 2 feét 2 1/2 Inches and 2 feet

2 Inches. What |s the total length of the wood she
needs?

20. Jim needs 6 feet 6 Inches of plywood. He already has 4
feet 4 1/2 inches of wood. How much more plywood does
he need to buy?

Exerclse C.

1. 7 feet 14 Inches equals __8__ feet __  Inches
2 3 feet 15 Inches equals __4__ feet ____ Inches
3 120 Inches equals ___ feet

4 72 inches equals __ feet

5 64 inches equals __  feet Inches

6. 29 lInches equals ______ feet lnches

7 3 feet 3 Inches equals ____ Inches

8 1 foot 10 Inches equ%ls Inches

9 1 vard 2 feet equals feet

10. 8 yards equais feet

[
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I1. MEASUREMENT

Exerclise A.
use teacher dliscretion to check

Exerclse B. +«

feet 6 Inches

ft. 11 1/2 in.

feet 2 Inches

ft. 4 1/2 in.

feet 14 Inches = § feet 2 inches

feet 7 Inches = 3 feet 19 Inches
answer: 1 foot 10 Inches

8 feet 9 Inches

22 feet 12 inches = 23 feet

9. 8 feet 9 1/2 Inches-

10. 12 feet 6 4/8 inches (or 6 1/2 inches)
11. 3 feet 11 6/8 inches (or 11 3/4 Inches)
12. 11 feet 10 4/16 Inches (or 10 1/4 inches)
13. 9 feet 4 2/2 inches (or 5 inches)

feet 4 2/8 Inches (or 4 1/4 inches)
feet 2 3/16 Inches

foot 9 2/8 Inches (or ¢ 1/4 inches)
feet 2 Inches

2
4
1
2

‘ 18. 2 feet 2/8 Inches (or 1/4 inch)
8
2
C

Ao NO e

feet 9 2/2 inches (or 10 Inches)
feet 1 1/2 Inches

Exerclise
1. B8 feet 2 Inches
2. 4 feet 3 Inches
3 10 feet
4 6 feet
S. 5 feet 4 inches
6. 2 feet 5 Inches
7. 39 Inches
8 22 inches
9. 5 feet
10. 24 feet

.,
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PRETEST
1. 2 1/2 = 5/2
2. 9/8 = 1 1/8
3. /3 =206
4. 6 feet 4 1/4 Inches

+
9 feet 7 4/4 inches or 9 feet 8 Inches

S. 1 yard = 3 feet = 36 Inches
2 feet = 24 inches
3 Inches = 3 linches
, 63 inches
POST-TEST
. 1. a. 1/3, 1/2 276, 3/86
b. 374, 2/3 9/12, 8/12
2. a feet 2 1/8 inches

. 4
+2 feet 3 5/8 inches
6 feet. 5 6/8 Inches or § feet S 3/4 Inches

b. 1 foot 9 3/16 inches
+S feet 2 4/16 inches
6 feet 11 7/16 Inches

3. 2 yards = 6 feet = 72 lnches
1 foot = 12 lnches

7 inches = 7 Inches

91 inches

‘ :i . :J’
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SUPPLEMENTAL MATERIALS TO JOB-PLACE CURRICULUM
VALLEY BLOX MATH CURRICULUM
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Programmed Math for Adults, Book 8, Measurementsg, Phoenix
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Programmed Math for Adults. Book 9. Consumer Math, Phoenix
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Fractlions Unit:
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Third Edition, Scott, Foresman and Co.; Part 2: Fractions

Scott, Foresman Pre-GED Mathematics Skills; Part B

Scott, Foresman Springboard for Passing the G.E.D.
Mathematics Test; Lessons 12-14
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VALLEY BLOX MATH PROBLEMS
SECTION II.
Unit: BOARD FEET

Lumber is priced by the pboard foot, rough slze. A board
foot is the volume of a plece of wood 1" thick by 12" by 12"
(or 144 In.”). These measurements are taken before the wood
Is dried and dressed.

One way to calculate how many board feet of lumber are belng
ordered is to gcalculate the number of cubic lnches in vour
order and dlvide by 144.

For example, suppose someone orders two 2" X 4" pleces of
wood, each 6 feet long. How many board feet are ordered?

- Convert the 6 feet to-72" so all your measurements
are In Inches. :

- Then, multliply 2" by 4" by 72" to find the cublc
Inches. You will have 576 in.S3.

- Multiply thls by 2 because two pleces of wood are
ordered. The total volume of good ordered (before it Is
drled and dressed) Is 1152 [n.”.

- Divide 1152 by 144 and you will find that 8 board
feet of lumber are ordered.

It Is Important to remember that the dimensions of the wood
ordered (ln standard slizes) do not egqual the actual
dimensions of wood which will be dellvered. The lumber

del ivered once measured the dlmenslons ordered, but that was
before It was drlied and flnished.

For example, note the differences on the followlng chart:

Standard Sjze Actual Sjze
(In lnches) (in Inches>
1 X 4 374 X3 1/2
2 X 4 1 1/72 X 3 1/2
4 X 4 31/72 X 3 172
4 X8 ‘ 31/2X 7 1/4

Lumber Is pald for by the bocard foot, calculated from the
dimenslons ordered (the standard slzes) rather than from the
actual slzes of the wood.

Do the exerclises on the following page to practice
' convertling orders of lumber to board feet.

=
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VALLEY BLOX MATH PROBLEMS

BOARD FEET
Exerclise 1

Order: 12 feet of 2" X 6" lumber

Board feet:

39360 360 66 I 3662 63 366 36 30 66 2636 60 363 366 2 36 3 363 3636 9 96 36 96 36 36 3 336 9 36 36 2 36 2 3 2 H 2 ¥ HH
Exercise 2
Order: 120 feet of 2" X 6" lumber

4

Board feet:

3996 3 63 360 I 36 63 36 3 263 I 3 I 36 36 3 26363 363 3633 33 363 3636 3 36 33 363 3 336 3 9 36 3 36 2 3 K 3K MK HH
Exercise 3
Order: 12 feet of 1" X 10" lumber

Board feet:

30 36 3 36 3 3 3 3 3 3336 3 3 I K 36K I I I K I K N I KN MMM N K NN H KN N KN
Exercise 4

Order: 2 pleces of lumber, each & feet long, 2" X 4"

Board feet:

232222322232 2322222 2222222322222 2222222222222 222222222222,
Exerclise 5

Order: 4 pleces of lumber, each 6 feet long, 1" X 4"

Board feet:




VALLEY BLOX MATH PROBLEMS
KEY
BOARD FEET

Exerclise 1

Order: 12 feet of 2" X 6" lumber
Board feet: (12 feet = 144")

144" X 2" X 6"
= 12 board feet

144

RS2 2T ETTTEE T T R TR R R R R R R R R R VRV VEVRVEVEVEVEVEVEVRVEVEVEVEVEVEVRVEVETRVEY
Exerclse 2

Order: 120 feet of 2" X 6" }umber
Board feet: (120 feet = 1440")

1440" X 2" X 6"
= 120 board feet

144
***********************;)(************************************

. Exerclse 3
Order: 12 feet of 1" X 10" lumber
Board feet: (12 feet = 144%)

7 144" X 1" X 10"
= 10 board feet

144

R SRS E R L R R R R R R R R R VRV R EVEVEVEVEVEVEVEVEVRVEVEVEVEVETRVEVET
Exerclise 4

Order: 2 pleces of lumber, each 6 feet long, 2" X 4"
Board feet: (6 feet = 72")

2 X 72" X 2" X 4"
= 8 board feet

144

RS T EEET IR R Ry Ry R R R R R TV RVEvVEVEVEVEVEVEVE VR VRV R RVEVEVRVEVEVETEY
Exerclise 5

Order: 4 pleces of lumber, each 6 feet, 1" X 4"
Board feet: (6 feet = 72")

4 X 72" X 1" X 4~
‘ = 8 board feet

144

160




VALLEY BLOX MATH PROBLEMS
SECTION 1I1.
Un!t: GEOMETRY PROBLEMS

Common Geometry Formulag

-

Ql:g]g:

r

Area = X r Xr = 1mTXrl
Clrcumference = X d
(d = 2>

Square:

s = sglde ‘ s
S

Area = s X g = s2
Perimeter = 4s

tanale:

a and b are the sldes of the rectangle

Area = ab
Perimeter= 2¢a+b)

Hints to Solving Problems

AW N -

Make a drawing. Label the known informatlon.
Choose the formula needed for the problem.

= radius
d = dlameter
mT=3.14

[ja

Estimate the answer and compare with the answer found.

Check all calculatlions a second time.




Problems - Set .

1. A circular shaped flower gardén has a dlameter of 12

feet. How many feet of fenclng are needed to go around the
garden?

-

2. How much wooden flooring 1s needed to cover a
rectangular floor that measures 9/ by 12.57?

’

3. One slde of a square pérklng lot measures 60 feet. What
Is the area to be resurfaced to cover the lot?

4. How much framlng is needed for a mirror with dimensions
of 16 1/2 Inches by 22 1/2 inches?

5. A bandstand is made In the shape of a clircle with a

dliameter of 23 feet. How many square feet of flooring are
needed to cover the stand?

L0




VALLEY BLOX MATH PROBLEMS
KEY
GEOMETRY PROBLEMS

Problems - Set I,

1. Clrcumference mXd

3.14 X 12 feet

37.68 feet of fenclng

2. Area = ab

=9/ X 12.5”

= 112.5 square feet of floorlng
3. Area = s2

= (60 feet)2

= 3600 square feet

4., Perlmeter = 2Ca+b)

2 (16.5 Inches + 22.5 Inches)

78 Inches of framing

S. Area = T X r2

3.14 X (11.5 feet)2

415.27 squaré feet of floorlng

164




VALLEY BLOX MATH PROBLEMS
SECTION II.
Unit: TWO STEP WORD PROBLEMS

Problems - Set II.

1. A customer wants to Install plne paneling on a wall In
her llving room. The wall is 18 feet long and 8 feet high.
Paneling costs $5.50 per square foot. How much will the
paneling for the wall cost?

2. The floor of a dollhouse-measures 36" by 24". How much

will It cost to put a fence around the dollhouse if the
fencing costs $.22 per inch?

3. A customer needs a frame for a plece of round stalned
. glass that has a dlameter of 16". How much will the frame
cost 1f the framing material costs $.15 per inch?

4. A contractor wants to buy 45 yards of pipe for each of 4

bullding projects. If the pipe costs $5.65 per yard, how
much wlll he pay for the pipe?

S. A customer wants to cover his 3 yard by 20 vard drliveway
with concrete. It Is estimated that each square vyard of

concrete will cost $15. How much should the customer expect
to pay for the concrete?

Q _ 107




Froblems

VALLEY ELOX MATH FROBLEMS

keY
TWO WORD

STEF FROBLEMS

et IT.

1. Step

Step
2. Step
Step
i Step

i

o+

i
h]

. Step

9}

s

D
ge

t)

t)

t)

3]

I

Area = 18 feet % 8 feet
= 144 square +est

144 square fest ¥ £3.50

per square foot
F7722.00
Ferimeter = 2(3&" + 24")

¥.22 per inch =

120 X

$£54.40

It

Circumference 2.14 X 16"

=024

S0.234" X ¥.15 per

approximately ¥7.54
4 projects X 45
180 yards

yvard =

yvards X D0
EOQLLGE
&0 s=quare

vards Y £195

FSGG




VALLEY BLOX MATH PROBLEMS
SECTION 1I1.
Unit: ALGEBRA PROBLEMS

Problems - Set III.,

1. A customer wants to buy as many board fe*t as he can for
$300 to begin a building proJect. The lumber he wants to
buy is $7.50 per board foot. How much lumber can the
customer buy?

2. A customer wants to bulld shelves in her family room.
She has 85 running feet of .lumber and has decided to have
all the shelves 4 feet long. How many shelves can she buijld
and will there be any lumber left over?

3. A customer bought 64 running feet of lumber for bulldling
window frames. Each window requlires 10 1/2 feet of lumber.
How many window frames can the customer make? Wil]l] there be
any lumber left over?

4. A load of cement welghing 3/4 ton was sold by belng
divided Into bags weighing 1/20 ton each. How many bags
were sold?

5. Two lots are to be paved with cement. One lot contains
S0 square feet less than the second lot. Together the lots
contalin 200 square feet. How many square feet are there In
each lot?




VALLEY BLOX MATH PROBLEMS
KEY
ALGEBRA PROBLEMS

Problemg - Set III.

1. b = board feet able to be bought

$7.50 X b = $300.00

b = $300,00 b = 40 board feet
$7.50

2. s = shelves to be bullt -

4 feet X s = 385 feet

s = 85 feet s = 21 shelves with 1 foot left over
4 feet
. 3. W = wlndow frames to be made
10 1/2 feet X w = 64 feet
W o= €64 feet Ww = 6 window frames with 1 foot left
10 1/72 feet

4. b = bags of cement sold

1720 ton X b = 3/4 ton

15 bags

b =3/4 ton b=3X20 b
1/20 ton 4 1

5. a = one lot ¢

a - 50 square feet = second lot
a + (a - 50> = 200 square feet'

2a - 50 = 200

. 2a = 250

a = 125 one lot = 125 sgquare feet
second lot = 125 - 50 = 75 square feet
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. Company EBenefits of Working st Psrdue
FRETEST-VOCABULARY

Metoch the vocsbul ary words with the correct description:

oo Benefit a. the least amount possible
2. continuously b. restore to a previous positi
2. ______ coverage Z. apt to decay or spoil
4. suidance d. without stopping
S. o minimum 2. something added on
& perishable . paid back
7. ___ __ reinbursed . help
2. reinstatement e proof that somsthing is trus
F. supp! smeEntal i. an advantaae
1. _ veritication Je. protection
T YA
Q LAy
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FRETEST-BENEFITS
FRead esach guestion and choose the correct answer:

1. A worker at FPerdus is =ligible for holiday pay

only when a holids

~

{
y *falls on s workday, (b} only after
working ons complets year a Ferdus, (g} For only siu
appraved holidays, (d) onl: 2r working &0 days at Ferdu
2. To gualify for Ferdus’s Scholarship Frosram a psrson
must be (a) a worker who, after working over 2 years at
Ferdus, 1s going to :D?legn for the first time, (b) a child
of a worker who is a gradusting high s=chool senicr, (o) a
F a worksr who p]ais to worlk at Ferduos upnon co]]ege
(d)

&
erdus .,

‘hl]j

worker who is being trained For &8 riew

amount of vacation time a worker
worker wants to
orker hazs worked

vears a worker ha:

ite true on the Blarmk in
f2lse on the bB1.

ans protect 2 worker only Juring the

= 1

<
i




‘ Company Benefits of Horking at Ferdus
VOCABULARY REVIEW
1., Eensfit: =somsthing that helps a person, an advantace.
The supesrwvisor got the bsnsfit of a2 marked parkina place
ciose to his work place.
Contimuwcusly: without stopping. The weight lifter

l’... t1

iumped rope continuously for one hour.

ostpone until ltate=r. Mavbke the teacher will
t until the =nd of the day.

4. Affscted: to be changed because of socmething 2lse. The
parents’ hours of slesp were affected by the baby’s birth.

a certain p
for major

ot a certain kol iday oe

minimum

b -

wﬁﬁbinq EO YEITS

13. crotection. life insurance
rol o more reegsd .
: something add u -4

= ] = b
the boock was supplemental and 2ctozlly not nesded.

19, Dercendent: someon2 who relises on someone =lze (for
suzmple, chiloren are dependents of theie DEFEﬂtE). The

‘ divorced mother had thres dependents to car R ol

ERIC
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&. Hocumsnt: weitten paper. It’s good to kesp a lezad
documznt in a safs place.

o 2nd., I had teo fsrminsts my vacation

sickrness,

182, Institute: to begin. The company decided to institute
a new policy $or lunch hours.

1?. RBeinstatement: to restores to a previous pos
was promis=sd reinstatement to the Jjoby she had be
bsby was born.

o= the

“4y b

icaticon: proof tha

= i omething is true. A birth
certificate is verification

nat person was born.

i

i+
il

i

21. Unrestricted: withsout limits,
=]l ieved in having an unrestricted o

nts

m

.

woCr
m
ul
o

il1d’'s par
o

i
sy atea for h

i

[
i

a paper atlowing +rgsdom. The doctoe signed a
=2 the truck driver coulo work again.

e s
readl

— Y .,
aches in the summer

ITry y oressl+,  The math =ztudent did his
probls < 2ven though Lthe stusents were a0 1 owsd

2l emertar
activitiss

[
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EXERC
Fill

IsE 1
in zach blank

aftfected
benetit
continuously
delay
eligibie
minimum
observance
perishable
persons]
ecurity

i

-
=

2. His bad mood
with

woman ‘s han

O
VOCARULARY

with =&

word

¥ Working at Ferdus

EXERCIEES

from the following list:

sveryornse who worksd

him.

0
M
-+
]

-+

i1
i

Iu

o
T -

Mol

-
4

L

L

i
PR

SC Ome

g nct

to turn

on time 1n order to ke paid

1. Urne

il
e
n
—
1]
1k}
[l
(]
(u i

on time.

we often orgel omless we

1 Y
P
P
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EXERCISE 11
Match the vocabulary

S I I

i e v B o N O o R
mam 20 »m

[r T B | (S N | {1t s B
3wt 1]
M == =
Ot D.
b [ i | il
ot 0
11} +

ipplemental
termimats=
veriftication

!
.

i VAN B A
mn
[

words

oo

o n

o, ST 4 1T

with the

correct descriotions

m

. scmeone who relies an another
. retirement
. proof

. to begin

. to restore to previous position
. protection

. to end

. weakness

. somethimg added on

. Written paper

.’_'(-_

Fa
> u




O

ERIC

Aruitoxt provided by Eic:

g
(]
]
it}
I
[
T
73
<
z
[N}
i
WS
"
o
i
rt+
-+
e
vt
3}
-t

best in =ach sentence:

+

of & foot indury

. Following two wesks of ! .
b return to work at

1
the maintenance worksr was
the factory.

a. hindered b. sstracurricular
c. unrestrictead d. non-r

[T
[ 1]

=

m
+ O
£

I

renswabl s
2. After the birth of her baby, the mother received a
h

. guidance

. hindepr

]
form from her doctor allowing siy weeks off work.

. rre=lease

ilsh

[ ]

LJ

work

[l
il

“

ce of four worksrs from a shift will

b. Rinder
d. unrestrict

4. The

store deg

R

14t
-
=
T
- 3
t

[N

c. . ity
Z. The student was ___ For o oail relsted to his
EtL"_‘;v" .

8. Nninderad b. unrestricted

. independent d. reimbursed
. It 4 _ Trom cicse friends fsTore
making a

A b. guidancs

C. . extracurricular
7. FEFefore receiving the reward, the worker was o
sttendance and gual ity of work dorne.

a. =2valuated E. availablise

C. reisbursed d. released
2. The vourng child slayed _ _ For over an hour.

a. reimbursed b, Bval uated

. sxtracurrical ar d. independently
?. The it:e2e than
reqgul ar

.

T
100 The __ reward was for 3 ore year only gcholarszhis at

the collezse of his choi
a. guidance b, releace
€. nan-renewsbl e d. evalusted

o)
n
m
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PERDUE VOCABULARY 1

i0 i1

13

t»

ACROSS CLUEsS

2.

e e
Ao

prilvate
somethlng that helps a person

quallfled for a certaln posltlon

postpone

.the least amount posslble

weakness
somethlng added on

.  WORD LIST: PERDUE VOCABULARY I

APFECTED DEPENDENT
COVERAG ELIGIBLE
COVERAG®

,  CONTINJUOUSLY : MINIMUM

i DELAY . . OBSERVANCE

=0 N O AN

[

)

> a
-

-

CLUES

protectlon

apt to decay or spoli
without stopplng

to be changed because of
something else

the keeplng of a certaln hollq
or occaslon ‘
someone who relles on someone
else :
safety

retlrement benefit

PERSONAL
PERISHABLE
PENSION
SECURITY
SUPPLEMENTAL




PERDUE VOCABULARY 11

1

10

;$ 11

2

13

© ACROSS CLUES DOWN CLUES

2. written paper 1. by oneself

7. proof 3. to end

8. to beglin _ 4. to stop or delay

9. a paper allowlng freedom. 5. without limlits

12.. readlness to be used 6. to restore to a previous posl

13. help 10. pald back

11. exam!ned
@  vorp LisT: PERDUE vocaBuLARY It

AVAILABILITY INSTITUTE REIMBURSED
DOCUMENT INDEPENDENTLY TERMINATE
EVALUATED RELEASE UNRESTRICTED
GUIDANCE REINSTATEMENT VERIFICATION

|
o | HINDER. ‘ N




. Company Esnefits of Working at FPerdue
here are eight aress of benefits at Ferdue.

AREA 1: FAID VACATION

Every employee receives paid vacatiocn inm order to have tim
away from work. The amount of vacation time is based on the

years an smployse has worked continuousliy at Ferdu

b

i}

Listed below are the wesks of vacation for employess:

Hourly workers in — procsssing plant positions
- further processing plamt positions
- live haul crew membesrs

1 wesk sfter 1 yvear

2 wegks atter 3 years
3 wesks after 12 years
4 weeks after 20 years

Hourly workKers in -
1 wesk zdter 1
2 weEsks after 2 years
2 weeks zfter 10 vears
4 wesks attesr 10 yaars

Salaried workers
2 wesks attar i 1 wesw atvtzr & months and
another wee 1 vear)
3 wesks atter 7
4 weeks atter 15
I3 wesks attsr Z5
Regular part—-time hourly workers
= on 2o and zverace sarmicmgs feom

I'[l
m
Ill
[l
T;
..h
(I
Jt
-
sl
n
+
X
i

1

P A
-
-

ERIC
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FEMEMBER:

1. Vacations camn

go to rmext year if not used this year
uniess the company =

ks & worker to delay a vacation.
¥

a
W ort

2. I+ a worker has a perscnal or medical leave of absence
for loanger than seven weeks, the next vacation time will be
affected.

3. Vacations will be schedulzd st the beginning of the
calendar year, based on ssniority. Supesrvisors will try to
schedule the time a worker sslects.

4. Supervisors or the Human Resources Department will
answar any gusstions about vacations.
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AREA 1: FAID YACATION CHECE-FOINT

Match the worksr with his/her wesks

“igd worker with 26 years
experience at Ferdue

2. Hourly worksr at Ferdus’s pro
plant for 1 vear

3. Hourly worker at the feed mil
yvears of sxperisnce at FPerdus

4. Salaried worker with 4 years
of experience at Ferdus

S. oL 1 "Tive haul crew member!
i8 years of sxperiences at Fer

FRead sach guestion and choose the core

. The amount of
Y]

ased on (&) the rea
tb) the total years a
other work places, (2}
in a row, (d) the wor

2. Vacetions {z)

are ot affected by o=
ar2 scheduled by Ferd
z=cheduled by seniority

2. A regular par

time based on average = gnl
vacation, (b)) receives wvacation time
garnings from the past & morths, (o)
based on years of sxpsrience and posi
recoives no vacation.

bes
b oY
1
-

ot wvacation pay

1T with 24 C. 2 wesks
d. 4 wesks
with 2. O wesks

=

i BTV

Z = Eetore

bessed on highest
receives vacation time
tiom at FPerdus (it}

-




. Complete the following sentence:

Time away from work is important because

‘ Write a paragraph about where you would go on a vacation if
| you could go anvwhere in the world. Tell about what you

! would like to do, what you would Tike to ses and who you
|

would Tike to bhe with.

(A
-
Ce

ERIC
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AREA 2: HOLIDAYS

'S . Every smploves who has

Ferdus obeerves 2 paid holid
1 Ble.

worked at lesast 50 days

The paid holidays are:
New Year’s [Day
Orr. Martin Luther King Jr.’s Birthday (obssrved)
Good Friday
Memorial Lay Monday
U.5. Independence Day
Labor Day
Thanksgiving
Christmas Day

- If a holiday +211s on a Eaturday or Bunday, the cbservance
will be on the preceding Friday or following Monday.

- I¥f a holiday occurs during a worker’s vacation week, an
additional day off with pay is given.

Wote the following corncerning holiday pay:

7

1. Holiday pay is B hours pay at strasight time rate.
2. To receive holiday payv, a worker must work a2 minimum
; xS
romber of work hours on the 1ast ﬂwl before the holiday and
Y
a mimimum number of worlk hoo-s on 2 first scheduled
workday after the holiday.
S 8 worksr on medical lzaws or personal lsave is mot

le products, a worker

y This worker will

y for the hours worksd and holiday pay at a
=3 iy is zbsent after bBeing

o & holiday, that worker will not receive

GEST COPY AVAILABLE
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AREA 2: HOLIDAYS CHECK-FOINT

Fut a check in front of sach holiday which is a "paid
Feliday” at Ferdus:

New Year’'s [Day
Or. Martin Luther King Jr.’s Birthday

VYalentine’s Day
‘residents’ Day
St. Fatrick’s Day
Good Friday
_ Easter

Memorial Day Monday
U.S. Independence Day
Labor Day
Columbus Day
Hallowsen
Veterans’ Day
Thank=giving
Hanukk ah
Christmas

Fezad correct answer:

to an average day’'s pay
auring 2 hours pay st straight
time ra and one-kalf rats, (d)

{a) only when Rotidasy

working one comp
poroved Rolidavs, {(d) only

work on a holiday {a) so as not to lose

that day, b} because Ferdus works
with perishable products, (o) to recsive time and ore-half
pay, {(d) hecauss F stops production on a holicay.

ut a check in front of zach answsr which iz true (There ares
=1 ;
Im arder to recsive holiday pay, s worker must:

- the

I

work the firet wesk of scheduled workdays aft
holiday
_ wark on the last workday before the holiday

rnot bBe on medicsl Teave on the hoeliday

T
1

not on perzonal leave on the holiday

rnot have hsd medical or personzl lzave Zuring the

e

1
previous pay gerd
H =

not be on vaosv




. AREA 3: COMFANY EENEFIT FLANS

Ferdue’'s Company EBernsfit Flans are designed to assist the
worker in providing economic security for each worker and
his/her family and to protect the worker in the event of a
serious illness or injury. The plans protect the worker
during and after working years.

The Eenefit Flans include:
Medical Insurance
Life and Accident Insurance
Dizability
Fension
Ferdue pays for these coverages in full.
The following additional coverage is available at rates that
are set annually:
supplemental 1ife insurance
deperndent health care coverage

REMEMBER :

i. Shortly after beginning employvment at Ferdue, e
workar will receive a Ferdue benefits folder. Esch plan is
to ¢

f
't

gxplained briefly in booklet form. It is imoortant £=1-J;
‘ the berefit plan boocklets in 2 safe place where they Tan be
rreferraed to.

~

2. The plan documsnts are maintained at the corporate
octffice and control in the event of any conflict.
3. Ferdue ressrves the right to amend, terminate and/or

institute new benefit plarms at any time.

=tions about the Company Bernefit

4, I+ worbker has ques
urces representstive ran be consul ted,

El
Flans, the Human

ERIC

Aruitoxt provided by Eic:
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AREA 3: COMFANY BENEFIT FLANS CHECK~-FDINT
Ferdue’s Company EBenefit Flans include plans paid for in
full by Ferdue and plans available to be paid for by the
orker. Fut a P in front of plans paid for by Ferdus. Fut
an A in front of plans which are available for the worker to
purchase.

Life Insurance

Supplemerntal Life Insurance

Fension

Medical Insurance

Dependent Health Care Coverage

Accident Imsurance

Disability

'Lt

ent

T in
nce

i

romt of a true ssntence; put a F in front of a
ich is mot true.

Mmoo

w e

i

Bere=fit plans protect a worker only during the YEArS
a worker works at Ferdue.

e

when a worker begins ampl ovimen

at Psrdue, he
ured that hishsr benefi 2V

an=s will n

+
T

folder iz given to sach worksr and
|

D

[N
o2
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AREA 4: LEAVE OF ABZENCZE

Ferdus recognizes thst there are coccasions where it may be
ry to grant a lesave of absence for various personxl

necessar
Freasons.

Absences of less than one wesk do not normally requirs
farmal application procedures, but a worker’s
supervisaor/foreman must always be motified in advance. A
lonasr leave of absence must be applised for with the Human
Resources representative. When a worker appliss for a
teave, the policies and proceduwres of the lzave will he
discussesd.

Ferdue canmot guarantee reinstatement to the former position
when a worker returns from a long-term (longasr than orne
week) leave of absence. Every effort will be made to placs
a worker in his/sher Jdob or.in ancther availasble Jjob for
which the worker is gualified. If no such Jdcb i i
the workesr will be considered for positions as they ars
available.

Purirg any leave of absence, if & worksr takes another Johb
works for another employer or bec : employead, the
worker will b= terminated.
The f2llowing 5 lsaves of absences are possi1hle:
i. Funeral time off

In the svent of a death in a worker’s immediats family,
he/she will be granted time off in order to make
arrangzments for and/or to attend the funsral. Payv will kFa
ziven to those workers with a minisom of &0 days of service.
Immediate family mesns father or mother, father- or
mother—-in-law, grandfsther or grandmother, brother, sister,

husband, wite, or child.
o ;

p to three working days off with pay will be allcwed
znd normally such time shoutd not extend bevond one day
atter the fureral. Verification of the furneral will ke
necessary in order to receive funeral time off pay.

o Jury Duty time off
& worker called for Jjury duty will bes sxcused freom work
without 1oss of base pay for & maximum of 20 working days

B worker wil
Duty to his/
Jury duty.

f v
1 ke reguired to present the Summons for Jury
her supervisor/foreman prior to the start of

A First shift werker who is dismiszed from jury duty
before noon is expected to return to work on that dav. A
zecond cr third shift worker is not required to work hiz/hee
normal schedule on the same dsy the worker is reguires to
erve Gh a Jury.

D
A )
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Upon completion of Jury duty, a worker will be paid the
difference bettee Jury pay and rezu]aP Gase pay. The worker
will turn in a sigrned statement from the court clerk
indicating the amount of fess he/she received for jJury duty.
3. Military leave of absence

Military leave is handled according to the Vietnam Era
Vetsrans Readjustment Assistance Act of 1974.

4. Medical teave of “ence

A worker who is una., e to perform hissher regular job
because of medical reasons (illness, injury or pregnancy)
must apply for =% medical leave of abssnce. The worksr will
be reguired to bring a statement from the attending
physician statinmg: (a) the medical reason for the abssnce,
{b) the starting date of the abssnce, and (c) the esstimatsd
date of return to U1l time unresstricted work.

A non—work—-related medical leavs cannot excesd siy
months. All medical leaves must be renswed avery 30 days by
presenting the documentsticon listed zbhove. Failure to dD S0
will result in termination.

Frrigr o returning from = m

a2 f sbsence, a
worker must advise the company of his her intended specific
date of return. A signed relesaze by the attending physician
that the worker hveically able to resums normal work

vy Bernefit Plan helps a werksr unable
to work because of a non-work-relistsed illness or injury. It
is important to notify a supsrvizor/forszman to gqualify for
this bernefit.

i

. Fersonal leave of sbsernce
Urpaid gpersonal lsave may be granted to s WDFHEF when .,
in the ocpirnmion of the cupervisor and Human &
menscer, the absence will not seriously hind
the d= -—xr*t.'n»—cnt
Remember:
a. A pzreonal Teav
warkars only

to full—-time

P
-
(4]
m
+
il
3
1
i1}
ol

2. A worker sust have completsd orne year of ssrvics
before being =ligible for a pereornal lesve.

Z. A fperszonal leave cannot excesd 20 calendar davs.

d. A worker can tzke only one leave of shsernce in a 12
month period.

10
1"%




. AREA 4: LEAVE OF AESENCE CHECKE-FOINT

There are 5 leaves of absences possible at Ferdue.

Write the number of the leave of absence in frort of the
description of an absence if the leave of absence is OE. Do
rnot write a number on the blank if the leave is not 0K.

Furmneral time off

Jury Dty time off
Military leave of absence
Medical leave of abssrnce
Ferszonal leave of absence

DI =R N Y

i A worker is hospitalized for 2 weeks.

| A worker‘s grandmother dies and the worker takes
| off work.

L

Wi

10
\<

m

A part-time workesr takes time off work to look for
another Job.

A worker's uncle dies in ancther state and the worker
t ]

. & worker kas a baby and stays at home for 4 wesks
following the birth.

A worker serves on oan extended case of Jury duty for

8 full-time worker takes

. a wesk orf work to gest
matrried.,
Mow, z0 back though the above 2 descrigtions and circle the
answerz (the numbers you wente ind if the shzence iz naid
"x: + .

b
L)

ERIC
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Complizste the following sentences:

Absences of less than can be arranged
by contact with a worker’s supervisor.

Up to days off with pay will he allowed
in the event of a death in a worksr‘s immediate family.

A worker will bes required to present the
to his/her supervisor prior to the start of jury duty.

. -

A firet shift worker who is dismissed from Jjury duty hefore
rnoon is expected to retuwrn to work

A worker will be required to bring a statement from
stating medical reasons for an abssnce,
starting date of sbsence and return date after absence.

Medical leaves must ke renswad SVErY .

lan helps a worksr umable to
work because of a rnon—work-related illrhess or inJury.,

A personal leave is exterded to worksrs
oanlv.
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AREA T FRODUCT SALES

Harkers may purchases Ferdue poultry products for their
personal or family uwse throuah processing plant cash =ales.

Froduct availability depends on consumer demands and
reguiraments. Each week a list of an available product and
its case or bulk price is distributed from plant locations.

Hetails about ordering procedures, prices, payments and
pick-up are availsble from supervisors or the Human
Fesources Department.
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AREA S: FRODUCT SALES CHECK-FOINT
Fut & check in front of sach answer which is true. (There
is more than one trues answer.)

A worker msay purchase Ferdus poultry products:

by charging the payment to his/her account

for personal and family use

om a list of all products processed in the past 3
L

from a list distributed to =sach plant location

(!
G
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AREA &: EDUCATIONAL ASSISTANCE

8 worker may take educational courses on hissher own time
and be reimbursed for costs for tuition and kooks. Course
work must be Job-related and a worker must have worked for
Ferdue for a mirnimum of six months.

I+ a worker feels that hes/she may gualify, the Human
Resogurces representative should be contacted for guidance.

0
)
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. AREA &: EDUCATIOHNAL ASSISTANCE CHECKH-FOINT
rut & check in frornt of each answer which is true. (There
is more than one true answer.)
A worker may receive educational assistance:
it courze work is taken on the worker’s own time
forr travel expenses, tuition and books
if course work is work-related

after one yesar of working at Ferdus

by contacting the Human Fesources reprecentative

ERIC 2.0
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AREA 7: FERDUE SCHOLARSHIF FROGRAM

Children of Ferdue workers who are graduating hiah school
sznicors and who will enter colleae as first—term freshmen
the following fall are eliagible to apply for #1,000
scholarships aiven annually by Ferdue.

Applicants are evaluated independently by the College
Scholarship Eervice. Awards are based on EAT scores, rank
in class, sxtracurriculsar activities, leadership qualities
and school recommendation.

winners may use the non-renewable award at any accredited
college or university in the United States, rezsardless of
Tield of =study.

Application forms and information are available in Eeptembsr
o October. )

o
-
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AREA 7: FPERDUE SCHOLARSHIF FROGRAM CHECH-FPOINT
Read each question and choose the correct answer:

1. To gqualify for Ferdus’s Scholarship Frogram a psrson
must be (a) a worker who, after working over 2 years at
Ferdu=, is going to college for the first time, (b) & child
of a worker who is a graduating high school senior, (c) a
child of a worker who plans to woﬁ“ at Ferdues wpon colleges
agraduation, {(d) a worker who is being trained for a new
position at Ferdue.

2. fpplicants for the scholarship program are evaluzated
(a) by their FPerdus supstrvisor, (o) by their parent’s Fesrdus
supervisor, (c) by their school’s recommendation only, (d)
by the Zollege Scholarship Service.

. Awards are based ort (a) SAT scores, (b)
stracurricular sctivities, (c) rank in class, (d)
lTeadershnip gualities, (2) & and c only, (f) a, b, c, and d.

1AV

3. Winners may use their awards (a) a3t any colleze oe
university in the United States, (b)) at any college or
univers ltv in Virginia, () st a college or university on a
tist in the Human FResources office, (d) in a businesss
program at azny college or university in the United States.

1l
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. AREA S: SERVICE AWARDS

The years ot setrvice of workers are important to Ferdue.
Special recognition is given to workers who have achieved
milestone years because of their loyalty to the company.
Service pins are given to workers with S, 10, 15, 20, 25,
etc. years of service at Ferdue. The pins were desianed by
Frank Ferdus and have jewels to designate the number of

YEArs .

Service award workers are also recoanized in company
publicstions.

ERIC 23
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AREA 8: SERVICE AWARDS CHECE-FPOINT

Fut a check in front of esach

is

~- [t

more than one true answer.
Service awards a2 given:

because of loyalty to the company

nswer which is true. (There

to workers after 10, 20 and 25 vears of service

to workers after o, 10, 15, 20, and 25

service
at milestone ages of workers (40, 50

in the form of cash bonues

in the form of pins with Jewels

%

3

vears of

&

and &%)
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Company Benefits of Working

FOST-TEST

EXERCISE I

Fill in =gach blank with a word from the following list:

I:LI%LCLH

i

e T~
1]

11}
— oy,

minimam
personal
reimburssd
terminats

1. 5Btudents are
chapter of study.

at Ferdus

with a test aftter each

for his work with a

3. An employer m

a worksr i+ the

al
worker’s job is not dope well.

4. The voung mother was nct married but had one

v and life imsuwrancs

after losing his

. It is important to have good heaslth
&, He has a difficult

Teg in a hunting =sccident.

7. The supsrvisor never shared any
detsils of his family.

. A workday includes a

o+ =ight

or

P N

0

swimmer must compete in many contesis

i0. I heops ths snowstorm will not

. To b= for 01y

mpic competition, =

mpenina of school today.

L 1)
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EXERCIEE 11
Complete sach of the following sentences:

1. The amolunt of vacation time a worker receives is based
on the an emplaoyee worked
at Ferdue.

2. The
Department will answer any guestions sbout employee benefits
at Ferdus=.

3. Every employee who has worked at least

days at Ferdus is eligible for a paild holiday.

4. FPerdue obeerves paid holidays.

S. The Benefit Flans which Ferdus psys for include medical

life and sccident insurance; dissbility insurance and
which is important in s worker’s 1ater

YEANS .

&, A worker’'s showld ke notified for

even short absences from work .

7. when a worker is unable to perform hissher rsgul ar Job

becavsse of 1l lness, in iury o pregnancy, hes/she may apply

for = leave of sbsence.

2. Up to days off with pay will be

allowed for & funersal ftime off.

. Any course work must be for the

tuyition and book costs to be reimbursed by Ferdue.

10, are given to workers who have
achigved milestone veare of service to Ferdue.

n - u
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EXYERCISE III
Complete sach of the following sentences:
i.

The benefits of working at Ferduese are like "another

paycheck" because

el

2. When I have a paid holiday off worl I 1ike to

2. The part of my Job that I like b

%8}
ili
=3
]
'* (]
-
+
v}
4
n
11
m
1
+

[

FPeordue, I wowld =add

LN

cEech you would

i
[}
i

25 years of

ERIC
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YERCISE IV
i11 in =ach blarnk with a number from 1 to 3: S-definitely,
4-most of the time, 2-~some of the time=, Z-seldom, l1-never.

I Tearned something new about the benefits of working
at Ferdue by finishing this unit.

I Tearned soms new vocabulary by finishing this unit.

[

enjoyed doing the exercises and puzzles in this
unit.

-

. - would =ncourage others to do this unit.

This unit will help m2 1n the future to know about my
benefits.

EXERCIEE V
Complete each of the following sentencscs:

I+ I could chanage something sbout this unit, I would

This unit will help me in the future when
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True/False:
1. +alse

2. true

2. trus

4. true

S, falsze

Exercise I:
i. persona
2. 2vigihbl
2. zffecte
4, minimum
3. continu
b. perisha
7. =ecurit
3. obhserva
3. \jE"{r.‘)'
10, bensfit
cExercizse 11
1. +
2. A
3. N
4. 3
. d
L. b
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Area 1: Faid Vacation

Matching:

1. 2
2. a
3..d
4. b
5. cC
Multiple Choice:
1. ¢
2. d
‘l’ 2. &
Sentence-Completion and Faragraph-Weiting:
nate sentence and paragraph structure as
content

Checks in front of:

Mew Year’s Day
O Martin Luther Eing Jr.’s Birthday

Good Friday

Memorial Day Monday
d.5. Ingependence Day
Labor Day
Thanksgiving
Christmas

Multiple Choice:
« b

NS

d
L_l.

Checks:

‘ _._._\; —
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Area 3: Company Eensefit Flans

- Lifte Inswrances

A —- Supplemental Life Insurance

F ~ Fension

F - Medical Insurance

A ~ Dependent Health Care Coveraage
P~ Accident Imsurance

- Disability

True/Falzse:
ftalse
+al=se
true

fgrea 4: Lesave of Ahsence

Absences:

A
1 {circied:
2 {circled?

[}

Fi1l in the Slanbks:
one week
thres
Summons for Jury Outy
on that day
the physician
30 days
Dizability Benefit
full~time

+
23]
u
m
]

Srea S Fraduc

Checks:

ERIC A
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Area &: Educationsal

D
1]
b1l
-
in
r+
1t
a
n
1t}

)
]
< 1M
rn
]

e
5
(]
s
~J

Ferdue Scholarship Froaram
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Readabilities for: FERDUE BENEFITS READABILITY

Readability : Sample Number :

Formula : 1 2 3 4 = 1) : Average
SFACHE 3.3 4+ 3.9 : Invalid
DALE-CHALL ?.4 2.4 10.6 ?.8

( e
FRY 7 4 Q : 8
FLESCH 69 62 61 64
RAYGOR 4 8 8 : 8
FOG 8 11 13 : 11
SMOG 3.0 8.4 10.7 7.4
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PERDUE
WORKPLACE CURRICULUM using PERDUE’S SAFETY INFORMATION

LINDA GNAGEY
CURRICULUM WRITER
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SAFETY ON THE JOB
TO: Career Enhancement Program Student

These pages are a unit about safety at work. The unit

Includes many general safety ldeas and concerns as well as
rules for safety at this plant.

**1. To beglin this unit, do the CHECK YQURSELF exerclses.
Then, look In the back at the ANSWER KEY to see how well you
dld. (These exerclses will give you an idea of what the

unit Is about.) Maybe you already know a lot about safety.
But, you may learn some new ldeas.

*%2. Read SOME WORDS TO KNOW and SOME TERMS TO KNOW. These
words wll!l help you In the reading on the following pages.
##3. Read the two pages about SAFETY ON THE JOB.  The flrst

page is about what your employer does to have a safe

workplace. The second page Is about what you should do to
have a safe workplace.

*%4, Then, do SOMETHING TO READ AND DO. There are 3

exercises. Do them and then check your answers with the
answer key.

*%#5., Complete the evaluation questions on the last bage.
Turn all materlals In to your teacher.

[ gw)
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PERDUE
SAFETY ON THE JOB

SOME WORDS TO KNOW
1. FLAMMABLE: easily set on fire

Newspapers are flammable when stored near a furnace.
2. FUMES: harmful or strong gases or smoke

The fumes from the wood stove hurt my eyes.
3. HAZARDOUS: dangerous

Loud muslic may be hazardous to a person’s hearing.
4. : unsafe conditions or practices; dangers

A pllot knows the hazards of flylng In a storm.
5. TOXIC: polsonous

Smoke from factorles is toxic to many birds.
6. VENTILATION: good alr flow; a change of alr

Schools need good ventilation after summer vacatlon.

S Oow

OSHA (Qccupatlonal Safety and Bealth Adminlstration):
a government agency whlich sets and enforces safety and
health standards at work places. The Occupat ional
Safety and Health Act of 1970 set up thls agency. The
law says that workers should have a safe and healthful
workplace. Perdue follows this law.

\Y : damages resultling from the
same actlon being done repeatedly in a person’s Jjob.
(ERGONOMIC appllications are avallable at Perdue for
persons who are Injured.)

SOCIAL SECURITY: a department of the U.S. government.
Money Is collected from employees and employers. The
money ls pald out when a person retlires or sometlimes
when a person is disabled.

WORKERSZ COMPENSATION: weekly cash benefits and
medical expenses pald to a worker who was Injured at
work or who has an occupatlonal disease.

(An OCCUPATIONAL DISEASE is a sickness caused by some

working conditions.)

o
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PERDUE
SAFETY ON THE JOB

Accldents can happen anywhere: at home and at work.
Safety Is Important. Most of us try to be careful at home
and on the job so that we do not have accldents. We try to
set up the places where we live and work to be safe. We try
to do things safely.

Makling sure that Perdue ls a safe place to work Is the
Job of both the EMPLOYERS and the EMPLOYEES at Perdue. When
there are no acclidents or Injurles at Perdue, the employees
may enjoy good health and the employers enjoy lower costs
from losses.
LI R TR R R Rt R R R R R R R R R R VR VEVEEVEVEVEVEVEVRVRVRVEvEVEVEVETRV]

PERDUE’S EMPLOYERS plan a safe workplace to help
prevent accldents from happening. Perdue tries to provide:

1.

Workers must be able to see clearly In order to
use machlnery and tools.

2. GOOD AR FLOW
Unpleasant gases or smoke (fumes) may be toxic.
If there iIs a good alir flow (good ventilation),
factory alr Is kept fresh and clean. Fresh alr
keeps workers more alert.

3. SAFE NOISE LEVEL
Perdue seeks to provide ways to reduce the noise
produced by machines. Earplugs for workers may be
provided.

&

WORKING
7 TRAINING FOR EMPLOYEES TO WORK WITH AND CARE FOR
TOOLS AND MACHINERY
8. v

(earplugs, eye protection, face shlelds, gloves,
boots, aprons, jackets, ralnsults)

9. PROTECTION FROM HAZARDOUS MATERIALS
Perdue will provide training in reading and using:
- Warning Labels
- Materlal Safety Data Sheets
- Personal Protectlive Equipment




‘ PERDUE

SAFETY ON THE JOB
SOMETHING TO READ AND DO
Exercige [

Here Is a list of ways to prevent accidents at Perdue.
- Put a W in front of each item that a worker, or
employee, should do to prevent an accident.

- Put a P in front of each Item that Perdue, the
employer, should do.

1. Make sure there Is adequate work space for
each worker

Make sure there Is good ventilation at Perdue
Read all ]aBels on the job

Wear earplugs when necessary on the job

Lift by bending one’s knees

Reduce the noise whlch machines make

. Keep work areas clean

o N 0 g s Wown

. Provide training in use of Material Safety
Data Sheets

9. Leave the building when there is a fire

- 10, Use safety guards on the machines

Q . l;u;.‘ \)




Fill In the blanks of the sentences below with one of
the followling words.

ATTENTION HAZARDS
EARPLUGS PROTECTIVE
EMPLOYEES TRAINING
EMPLOYERS VENTILATION
EXTINGUISHERS WARNINGS

Accldents can happen at Perdue, but Perdue

have planned for a safe workplace to

prevent accldents. Perdue trles to provide good

=1e) thaf workers have fresh alr to stay

healthy and alert. One way Perdue reduces the nolse which

affects workers is to provide . DOther

equipment may Include gloves or safety

glasses. All workers receive to work

wlith and care for tools and me~hlnery.
Even though a safe workplace has been set up by Perdue,

all play a part in avoldling acclidents.

Workers need to read all directions,

and signs. Knowlng about fire safety Is important,

especlally knowing where fire are

located. An employee needs to pay full

to the job and report any unsafe to the

‘

supervisor.




Complete each sentence. There are no right or wrong
answers,

1. One reason to care about safety at Perdue is

2. The most Important thing Perdue can do to provide a

safe place to work is

3. The most important thing I can do to prevent an

accident at Perdue is

4, One time when safety on the job was not used was when

5. One new suggestion I have for safety at Perdue‘ls




‘ PERDUE

SAFETY ON THE JOB

ANSWER KEY
CHECK YQURSELF

)

1 b easlly set on fire

2. e dangerous

3. d keeping from harm

4. a polsonous

5. ¢ having a change of air

Exercise ]
(one or more of the followlng for each question)
1. earplugs, gloves, eye protection
2. from thelr supervisor, from reading Perdue’s
safety materials, from warnings and signs
3. the supervisor
4. bend knees, hug the load, let legs do lifting
5. the supervisor

SOMETHING TO READ AND DO

< Ko
E

= OO0 ~NRMOT N -

o.
EEWUEUEXETYD

Exercise 11
EMPLOYERS

VENTILATION
EARPLUGS
PROTECTIVE
TRAINING

EMPLOYEES ‘
WARNINGS
EXTINGUISHERS
ATTENTION
HAZARDS

Exercise 111
' (answers wlll vary)




. . PERDUE

SAFETY ON THE JOB
EVA

Fill In the blank with a number from 1 to 5:

- definitely

- most of the time
- gome of the time
- sgeldom

- never

N WSO
|

1 learned something new about safety at Perdue
by doing thls unit.

-

, 1 learned some new words and terms by doing this

unit.
‘ I enjoyed dolng the exercises in this unit.
I would encourage others to do this unit.
. Complete each of the following sentences:

If I could change something about this unit, I would

This unit will help me In the future when




Readabllities for: SAFETY UNIT

Readabllity : Sample Number

Formuia s 1 2 3 4 5} 6 :  Average
SPACHE : 4+ 3.2 4+ : Invalid
DALE-CHALL 8.0 7.0 8.8 7.9
o e e e e e
FRY 5 6 6 6
‘ FLESCH 77 79 75 77
RAYGOR 5 5 9 6
FOG 8 9 9 9
SMOG 8.4 8.4 8.4 8.4
NNV
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ROCCO
WORKPLACE CURRICULUM using ROCCO’S BENEFITS PACKAGE

INTRODUCTION

The ROCCO Workplace Curriculum Is based on the actual
benefits offered by Rocco to its employees. The benefits
have been consolidated in a "package" and rewrltten to a low
readabllity level to Insure access for beglinning readers as
well as to allow practlice reading for more able readers.
Aslde from capturing the learners’ attentlion and interest,
this reading materlial and the learning exercises following
It Instruct Rocco employees In the detalls of the benefits
offered to them by thelr company. Additlonally, thls
curriculum provides lnstruction in vocabulary, both common
and technlical, which Is part of the beneflts package.

As Rocco employees use workplace curriculum, they will see a
close connectlon between "classroom work and "on-the-job"
work which will bring a relevance to learning. Motivation
and skll] development in the classroom will Improve, as well

as motlivation, self- lmage and performance [In the work
setting at Rocco.




‘ OBJECTIVES

The Rocco Workplace Curriculum seeks to satisfy the
objectlves listed below.

Behavioral OpJectives
The learner will be able:

1. to ldentify key beneflts offered by Rocco to its
employees.

2. to recognize and dlscrimlnate between the several
kinds of lnsurance (medical Insurance, disabllity Insurance
and lilfe Insurance) offered by Rocco to its employees.

3. to read with comprehension employee materials at
the thlrd-fourth grade level.

4., to demonstrate knowledge of technlcal terms used In
the explanation of Rocco’s beneflts package.

CCP Competencles:

1. Unlt 2.1.1.4.2: Pay, Beneflts and Unlons
Lesson 2.1.1.4.2.3: Fringe Benefits
. - 2. Unlt 2.2.2.3.3 Insurance
(lessons on health Insurance, 1ilfe Insurance)
3. Level 2.3.1.4: Job Holding
Unlt 2.3.1.4.2: Financlal Requirements
Lesson 2.3.1.4.2.2: Fringe Benefits
4. Level 2.3.2.3. Banklng, Credlt, Taxes and
Insurance
Unlit 2.3.2.3.4 Insurance
S. Unit 1.2.1.4.3: Bankling, Insurance and Taxes
Lesson 1.2.1.4.3.8: Insurance




MATERIALS

The Rocco Workplace Curriculum has the followlng components
In written form:

1.
2.

(o IENR O NI I NE OV

Pretest

Vocdbulary

- list of all words used [n the benefits package

- definitlons of words used In vocabulary
Instructlon/exercises

- vocabulary exerclses

- crossword puzzles

Beneflts, re-written to a third-fourth grade level

Exerclses concerning comprehension of benefits

Pogt-test

Answer Key

Unit Evaluation (fof use by the student?

Supervisor Feedback Form (for use by the student’s
supervisor)

The crossword puzzles used for vocabulary lnstruction/
practlce are avallable for use on Apple II GS dlsks.

o -
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SUMMARY OF READABILITIES

Readablility levels of the Rocco Workplace Curriculum were

calculated using seven formulas by the Britannica Computer
Based Learning software program.

The Spache fbrmula Indlcated a 3.1 readablillity average for
the curricuium. The material Is most llkely at the primary
level and results from the Dale-Chall and Smog formulas
should be lgnored as they cannot estimate primary levels.

The Flesch formula average of 90 Indicates "easy" reading
material.

It Ils estimated that the readabllity level for the Rocco
Workplace Curriculum is approximately thlrd-fourth grade
level,

’
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LEARNING ACTIVITIED

The Rocco Workplace Curriculum includes learning activitles
relating to the vocabulary, both common and technical, which
Is a part of the beneflts package and learnling actlvitles
relating to comprehension of the benefits package ltself.

The beneflts package Is written to a low readablllity level
so as to enable students to read the material Independently.

Exercises following the beneflts package refer to the
beneflts..

Exerclses include the followlng forms:

Vocabulary Instructlon:

Benefltg Package Instructlon:
- problem~solving

alphabetlcal order

filling In the blanks’

dlividing of compound words

creatlve wrilting

crossword puzzles (on paper or on computer)

filling In the blanks
yes or no answer
creatlve wrliting

b ‘; '.)




EXTENSION OF LEARNING

There are many possibllities for extenslion of vocabulary
Instructlion using the complete 1lst of vocabulary words
found in the beneflts package. Instructlion could include
ldentlflicatlon of parts of speech, noting that several words
In the packale are used as both nouns and verbs, and use of

verb tense, notlng that some verbs are used In both the past
and present tenses.

To extend learnlng concernling the beneflts package
Instructlion, the learner may bring questions which he/she
has concerning speciflic situations involving benefits
offered by Rocco. The learner and teacher may work together
to solve Inquirles/problems concernling the sltuatlons.

There are many creative writing opportunitles usling the list
of vocabulary words and/or.the beneflits package materlal.
Scenerlos, real or imaglnary, of vacations, holidays, leaves
from work, etc. would offer practice ln both writing and
reading and could be done indlvidually or in palrs.

to
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EVALUATION

Evaluatlion plays an Integral role in the Rocco Workplace
Currlculum as It provides feedback concerning the learner’s
progress in meeting his or her learning goals and feedback
concerning the worker’s progress in meeting Rocco’s goals
for understarding of the beneflts package. Evaluation
additionally glives information to the lnstructor and the
currliculum writer concerning adjustments to the instruction

and/or the curriculum which may be needed to meet these
goals.

The two areas of evaluatlon Included In the Rocco Workplace
Curriculum are:

i. Evaluatlion of reallzatlon of behavioral obJectlives by:
a. practice exerclises
b. post-test
c. unit evaluation (by student>
d. supervisor feedback form

2. Evaluation of the unit, concerning:
a. unlt clarity and continulty
b. unlt relevance to workplace tasks

The speclflic exerclises and forms mentioned above are
necessary for documentation of mastery of obJectives, but
Informal ongoling evaluatlon s necessary as well for the
learner, instructor and curriculum writer.

)
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ROCCO BENEFITS
PRETEST

Match the followlng words with the correct definitlions:

______ 1. beneflt a. the loss of sight or 1imb

2. compensation b. pay after work |s done
— 3. : subpoena c. anything which {s good

4. dlsmembermentv d. the money pald to go to school
5. tultion . e. order to appear In court
Exercise 1], :

Put a check mark before each of the followling benefits at
Rocco which [s free:

1. 3 days of funeral leave for a stepparent’s death

. dental care plan

2
——— 3. tultlon and books for a Job-related course
4. Labor Day holiday

5

. 2 weeks of vacation for 2 years of work

PR



a, an
about
added
adult
after
age

also
amount
and
answer
any

are

as

at

away
balance
base
baslic

be
because
better
between
book(s)>
brother
buy
called
can

care
chart
check(s)
chlld
class(es)
company
contlnued
cost
cover(s),
day(s)
death
decide(s)
dle

dl fference

dollar(s>
durlng
each

end
event

ROCCO BENEFITS
VOCABULARY LIST

ulary

covered

ever, every

extra
eye

o)
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‘l’ . family

first
followling
for
fourth
from
get
glve(s), glven
gladly
grade
have
help(s)
hour(s’>, hourly
if
in
income
is ’
, lIts
Job
Joln
kind(s)
least
leave(s)
lendlng
11fe
‘l’ lose
make
many
may
member
money
month(s)
more
most
must
name
need
next
not
of
off
offer
on
once
only
or
parent, parent-in-law
part
pay(s), pald, payment
per
. plan(s)
questlion(s)
qult
rate

o«
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recelve
rest

see
share(s), sharing
gsligter
small

8o
start(s)
take

talk

tell i
that '
the

there
these
this
thoge
through
time(s)
to

up

used '
want

way

week(s), weekly

well

when

wlll

with

work(s), worker, worked, working, non-working
would

year€s)

you, your

4.

More Difflcult Vocabulary
accldent, accldental \
account

annual

approval

benefit(s)*

compensat lon# P
comprehenslivex :
contact

contact lense(s)
course(s)

degree

dental

disabllity, disableds
dismemberment %

duty

educatlion, educatlional
encourage(s)

—ad



equal
example
exam(s)
expense(s)
fixed
floatingx
funeral
generics
glasses
holiday(s>

hospital, hospitalization,

illness
immediately
increase
injury
insurance
interest
Jury
knowledge
language

1 imb

major
management
medical
normal
cpportunitycies)
cptical#
permanently
presciption(s)
president
profit
quarter
regular
related
retire, retirement
rounded
second
serious
service
sight
site(s>
skill(s)
spouse
sSubpoenaedsx
supervisor
support
survivor (s>
thousand
totally
triail
tuition#
vacation
witness

non-hospitalized

*definitions follow
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Words

brand name
fulltime
grandparent
paycheck
short-term
somet ime
stepbrother
stepchild
stepparent
stepsister
weekend

Prorer Nouns./Phrases

Career Enhancement Program.
Christmas

English

Human Resources Department
January

July 4th.

Labor Day

Medicare

Memorial Day

New Year’s Day

Rocco( s>

Sccial Security
Thanksgiving




Definjitions

1.

~J

10.

Bepefitd(s): anything which is for the good of a
person.

A week’s vacation each year is an important benefit
of werking at Rocco.

Compensation: pay after work is done

Rocco gives compensation to its workers each week.

Comprehensive: including all
The test at the end of the year was comprehensive of
the whole year’s work.

Disability: a weakness, a handicap
Disabled: to have a disability

Blindness is a terrible disability. She is disabled
because she is blind..

Dismemberment: the loss of sight or limb (arm or leg)
He experienced the dismemberment of his arm in the car
accident.

Floating: can be moved easily
There is one floating holiday at Rocco.

Generic: not sold under a brand name
I buy generic brand foods because they cost less than
brand name foods.

Cptical: having to do with vision (being able to see)
He had an optical test and found out he neecded
glasses.

Subpoenaed: ordered to appear in court

She was subpoenaed to court because she saw the
robbery.

Tuition: the money paid to go to school
The student could not afford tuition to go to college.

)
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‘ ROCCO BENEFITS
VOCABULARY EXERCISES

Exercise I.
Put the following words in alphabetical order:

medical

encourages

regular

courses

trial

opportunities

glasses

witness

knowl edge

injury

Exercise JI.
Put the following words in alphabetical order:

cegree

normal

Jury

vacation

limb

second

accidental ‘

hospital

president

funeral

Q oo
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Choose the word from the list below that best replaces the
underlined word or phrase in each sentence:

1. The student tock a vijsjion test
because she had trouble seeing the
blackbecard.

2. After getting glasses, the student
said that she no longer had a
handicap in class.

3. The glasses proved to be a good
thing for her.

4. The student said that poor eyesight
is better than the Jloss of sight
completely.

5. She chose non-namebrand

eyeglasses rather than designer
labels.

benefit
disability
. dismemberment
generic
cptical

6. The company superviscr was ordered
to appear in court for a trial
involving an employee.

7. Fortunately, the supervisor

received pay for his time away
from work.

8. Unfortunately, the pay was not
including all of his regular pay.

9. He said the trial was such a
learning experience that he should
« have paid money to learpn!

10. He suggested that workers use their
easily moveable holiday for
learning experiences such as his.

compensation
comprehensijve
. floating
subpoehaed
tuition

Q oo




o Exercise 1.
Each of the following words refers to a person. Use each
word in a sentence that tell.. about the person.

1. president

2. spouse

3. supervisor

4. survivor

4}

witness

‘ Exercise V.

The pairs of words are alike in some way. Choose a word
from the list below that could be added to each pair.

1. pay, salary,

2. loss of part of body, cutting away,

3. good thing, advantage,

4. handicap, weakness,

4}

including all, inclusive,

benefit
compensation
comprehensive
disability ‘
dismemberment

LS e
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. ROCCO BENEFITS I1I.
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ACROSS CLUES

2. a child of one’s husband or wife
by a former marriage
3. Saturday and Sunday as 2 time for
recreation
&. money given for work done
7. grandfather or grandmother
Y. the name of & product that cannot
be used by any other .
WORD LIST: ROCCO BENEFITS 11,
BRANDNAME FA&YCHECK
FULLTIME SHORTTERM
GRANCPARENT SOMETIME

a .
S0

DOWN

.
4.
S,

CLUE

steptather or

~
P

stepmother

at one time or another

for the normal

for

=3

workKing dJday
brief time

STEFCHILE
STEPFARENT
WEEKEND




POCCO BENEFITS

You get a PAYCHECK for your work at Rocco.
Tou also get many BENEFITS for your work at Rocco.

If you are a full-time, regular, hourly worker at Rocco,
your benefits are:

Vacation Time

Paid Holidays

Leaves from Work

Medical Insurance
Disability Insurance

Life Insurance

Profit Sharing
Educational Opportugities

.

D~JAU A WN -

************************************************************

1. Vacation Time

On January 1! of each year, you get the following paid
vacation:

If you have worked 2 to 6 msgkﬁs, you get 2 days of
vacaticn,

If you have worked 6 to 11 onths, you get 4 days of
vacation.

If you have worked 11 months to 3 years, you get 1 week
of vacation.

If you have worked 3 to 7 years, you get 2 weeks of
vacation.

If you have worked 8 to 14 years, you get 3 weeks of
vacation.

If you have worked 15 years or more, you get 4 weeks of
vacation.

************************************************************

2. Paid Holidays

You get 7 paid holidays at Rocco:

4

- New Year~’s Day

- Memorial Day

~ July 4th.

~ Labor Day

- Thanksgiving

- Christmas

- Floating Holiday

If a holiday is on a weekend, the company president
decides when the holiday will be.

mn .
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3. Y Work

You may need a leave from work sometime.

There are 2 kinds of leaves at Rocco:

- Funeral Leave
- Jury Duty

a. neral v

You may take time off work for a funeral when
there is a death in your family:

a spouse
a child or stepchild
a parent or stepparent or parent-in-law
a grandparent
a brother or sister or stepbrother or stepsister
You will be paid for 3 days if the funeral is on a
worklng day. You will be paid for 2 days if the
. funeral is on a non-working day.

b. Jucy Duty

If you are called to jury duty during work (or if
you are subpoenaed as a witness in a trial), Rocco will
pay you the difference between your regular pay and
the pay you get from Jjury duty.

KERKANRHAEREERKKKRRRK KR KRR KK KRR AR ERR AR RERR AR AR RN RN N N XK
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4. Medical Insurance

Medical insurance covers most hospital and medical
expenses for you and your family. Medical insurance covers
illness and injury away from work.

Rocco shares the cost of the plan with you. The plan
is "comprehensive." After you pay $200 for each family
member (up to $400), the plan pays 90% of covered medical
expenses. The most you ever pay is $600 a year for a
serious illness and $1800 a year for your family for covered
expenses.

You may get medical insurance the first of the month
. after 30 days of work.




If you have the medical insurance plan, you may also be
a part of the following plans:

- Dental Care Plan
- Optical Care Plan
- Prescription Plan

a. Dental Care Plan

The dental care plan helps to pay for dental
work and for major dental expenses.

You pay a small weekly cost to be a part of this
plan.

The plan pays a fixed amount for each service.
You pay the rest. :

b. Optical Care Plan

The optical care plan helps to pay for eye
exams and glasses or contact ]enses.

'.' plan.
The plan pays a fixed amount for each service,
You pay the rest. The benefits can be used once every
2 years.

You pay a small weekly cost to be a part of this

c. Prescription Plan

Prescriptions are paid for with Rocco’s
prescription plan. You pay only 32 for each “generic"
prescription and $6 for each "brand name" prescription.

You pay a small weekly cost to be a part of this
plan.

************************************************************

5. Disability Insurance
[

Disability insurance gives you a paycheck when you are

not at work because of an accident or injury away from work.

Rocco pays for short-term disability insurance - after
30 days of work.

‘ If you are disabled, you will receive $125 each week
for up to 26 weeks. The payment starts on the first day of
an "accidental injury or hospitalization" and the fourth day
of a "non-hospitalized illness".

5
¢
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Life insurance gives money to those you support in the
event of your death.

Rocco pays for:

- Basic Life Insurance
- Accidental Death and Dismemberment Insurance

You may buy more life insurance if you want to.

a. Basic Life Insurance

Basic life insurance is your base hourly rate
times 2000 times 1.5, rounded up to the next thousand
dollars.

For example, if you make $6 per hour, your life
insurance would be $6 X 2000 X 1.5 or $18,000.

b. Accidental Death and Dismemberment Insurance

‘ If you would die in an accident, this plan would
pay an extra amount equal to your life insurance.

If you would lose your sight or a limb in an
accident, you would get a benefit.

HREKEE KRR RKEKE KRR AUEK KRR KRR KRR KRR RANE R KRR KRR RN R NNR RN
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7. Profit Sharing: 401K

Profit sharing is a way to plan for income after
retirement.

You may join the 401K Profit Sharing Plan at the end of
any quarter. The Human Resources Department will contact
you when you may Jjoin.

You may give from 1 - 15% of your annual pay to profit
sharing. P
Rocco may give to the plan as well. You must give at

least 3% for Rocco to give.

~C -
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You may get this money only if you:

- retire (normal retirement: age 65>

- guit the company

- die or are permanently and totally disabled
(You or your survivors will get the balance.)

If you want to get the money that Rocco added to your
account, see the chart:

A %4

of Work You may get
0 0%
20%
40%
60%
80%
100%

\V)

~ Oy U W

Checks are given in January of each year only.
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8. Educatjonal Opportunitijes

Rocco encourages you to increase your job related
skills and knowledge through continued education.

Rocco will pay for the cost of books and tuition for
job related courses or for courses leading to a degree. You
must have approval from management and you must have a grade
of "C" or better.

Rocco also works with JMU’s Career Enhancement Program
to offer the following classes at Rocco’s work sites:

- English as a Second Language Classes
- G.E.D. Classes

Talk with Rocco’s Human Resources Department if you
have interest in any of these classes.

XTI LTSS AL EEL ST ESEEEELEEEEEEEEELEEEE L

NOTE: ‘
1. Rocco pays for worker’s compensation insurance and for
social security for each of its workers. You must tell your

supervisor of any injury immediately so care can be given.
2. Rocco’s Human Resocurces Department or your supervisor

at Rocco will gladly answer any questions you have about
your benefits at Rocco.

[l ks
ohU




ROCCO BENEFITS
EXERCISES

Exercise 1.

There are 5 stories below about a worker at Rocco.

- Read each story.

- Write the name of the Rocco benefit used in the story.
- Write yes or no: 1Is the benefit used correctly?

Here is the list of benefits for Rocco workers:
: Vacation Time

Paid Holidays

Leaves from Work

Medical Insurance

Disability Insurance

Life Insurance

Profit Sharing

Educational Opportunities

Story 1.

Janet’s grandfather died and Janet asked for 3 days off work
to go to the funeral in Ohio. The funeral was on a Tuesday.

Renefit

Is she using the benefit QK?

Story 2.

Janet has worked at Rocco for 2 years. She is planning a 2
week family trip to Florida to visit Disneyworld.

Renefit

Is she using the benefit QK?

Story 3.

Janet pays the extra weekly cost to get eye exams from
Rocco’s benefit plan. She decided to get contact lenses a
month after getting new glasses.

¢

Benefit

Is she using the benefit Q0K?




Story 4.

Janet wants to save for her son’s college education so she
is putting 10% of her pay each week intc Rocco’s savings
plan,

Benefit

Is she using the benefit QK?

Story 5.
Janet and her husband are spending the Thanksgiving holiday
on a 2 day trip to Washington, D.C.

Benefit

Is she using the benefit QOK?°

Evercige J].
Fill in the blanks to answer the following questions:

1. If someone has worked for 10 years at Rocco, how many
weeks of vacation does the person get?

2. Who decides when the Christmas holiday will be if
Christmas is on a Sunday?

3. How many days of leave does a worker get paid for when
his/her father dies? <

4. How many days must someone work at Rocco before being
able to buy medical insurance?

S, How much does someene pay for a “generic® prescription
with Rocco’s prescription plan?

6. Who pays for disability insurance- the worker or Rocco?

7. Who pays for llfe insurance- the worker or Rocco?

D
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8. Who contacts a worker when he/she may join the profit
sharing plan?

@, How much must a worker give to profit sharing before
Rocco will give to his/her profit sharing?

18. What will Rocco pay for if a worker begins a job
related course?

Exercise III.
Write yes or nc before each of the following sentences:

1. Rocco gives a paycheck to someone not at
work because of an accident away from
work .
. ' 2. President’s Day is a Rocco holiday.

3. Rocco pays a fixed amount for each
dental service in the dental care plan.

4. If scmeone has worked for 2 months at
Rocce, he/she gets 2 days of vacation.

S. Life insurance is the same for all Rocco
workers.

6. A worker is paid for only 2 days of
funeral leave when a funeral is on a
non-working day.

7. Rocco pays only for courses workers take
and get an "A" grade for.

8. Workers must pay for life insurance each

week .,
?. Rocco will pay for the difference
between regular pay and the pay from jury
duty.
‘ - 10. Workers pay a small weekly cost for

Rocco’s dental care plan.

3
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Exercise IV.

Finish each of the following sentences by writing a short
story from your life:

1. On my last vacation I
2. One time when my family used insurance was when
3. If I had to use all my profit sharing money to buy

something, I would

4. Next Christmas I want to

5. I would like to take a free class to learn how to

oo
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ROCCO BENEFITS
POST-TEST

Fill in each blank with the best word from the list belcw:

benefits
compensatlion
comprehensive
dlsabled
dismemberment
floating
generic
cptical
subpoenaed
tuition

You get a pay check or - each week for

your work at Rocco. You alsc get many

for your work at Rocco. There are six planned holidays at

Rocco and one holiday. You could get a
leave from work if you are to be a
witness in a trial. Rocco’s medical

plan is another good benefit as it covers most illnesses and

injuries away from work. The prescription plan which can be

part of the medical plan covers

prescriptions and brand name prescriptions. The

care plan helps to pay for eye exams

and glasses. If you are in an accicent

or injury, Rocco will continue to give you a paycheck for up
to 26 weeks. Besides pasic life insurance, Rocco buys

accidental death and insurance in case

cf death or loss of sight or limb in an accident. Another

benefit is the payment of books and if

you take a job-related course.

on.,




ROCCO
BENEFITS UNIT EVALUATION

(To be done crally)

Fill In the plank with a number from 1 to 5:

=D W.s O

- definitely

- most of the time
~ some of the time
- seldom

- never

I learned something new about the benefits of working

at ROCCO by finishing this unit.

I learned some new words by finishing this unit.

I enjoyed doing the exercises and puzzles in this

unit.
I would encourage others to do this unit.
. This unit will help me in the future to know about my
benefits.

Complete each of the following sentences:

If T could change something about this unit, I would

This unit will help me in the future when

Y
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ROCCO
WORKPLACE CURRICULUM using ROCCO‘S BENEFITS PACKAGE

SUPERVISOR FEEDBACK FORM
ROCCO employee, ,» has

completed a unit of workplace curriculum from the Career
Enhancement Program.

From your perspective as this employee’s supervisor, please
fill in each blank with a number from ! to S: 5- definitely,
4-most of the time, 3-some of the time, 2-seldom, 1-never.

The employee’s work attitudes and motlivation have
improved In recent weeks following the instruction of
workplace curriculum.

The employee’s understanding of ROCCO’s benefits has
improved in recent weeks following the instruction of
workplace curriculum.

The employee has talked positiv ly about the
instruction from workplace curriculu

The employee has encouraged others to consider the
Career Enhancement Program option which uses workplace
curriculum.

From your knowledge of the employee’s job tasks and
situations, could you list specific kinds of problems which
would be helpful for your employee(s) to receive future
instruction in.

[a Al
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Pretest

Exercigse 1.

U WD D=
Qw00

1.

2. no
3. /

4.

5. no

Vocabulary Exercises

Exercise .
courses
encourages
glasses
injury
knowledge
medical
opportunities
regular
trial
witness

Exercise JT.
accidental
degree
funeral
hospital
jury

1 imb
normal
president
second
vacation

ROCCO BENEFITS
ANSWER KEY




rclse

(an) optical
disability
benefit
dlsmemberment
generic

E

subpocenaed
compensation
comprehensive
tuiticn

0. floating

=0~ A WN -

Exercise V.
answers will vary

1]

xercise V.

1. compensation
2. dismemberment
3. benefit

4. disability

5. comprehensive
Exercise VI.

‘ 1. brand name
2. full time
3. grand parent
4. pay check
5. some time
6. step brother
7. step child
8. step parent
9. step sister
10. week end

Benefits Exercises

Exercise 1.
Story 1.
Leaves from Work - Funeral Leave
vyes
Story 2.
Vacation Time«
no
Story 3.
Medical Insurance - Optical Care Plan
no
Story 4.
Profit Sharing

°
Story 5.

Pald Helidays
no




3
n

3 weeks

the company president

3 days

30 days

$2

Rocco (after 30 days of work)
Rocco

the Human Resources Department
3%

0. books and tuition

= O O~NAG D WN -

‘ E

yes
no
ves
ves
no
ves
no
no
ves
0. vyes

‘ Exercigse V.

use teacher discretion

=0 NAT W -

Post-test
compensation
benefits
floating
subpoenaed
comprehensive
generic
optical
disabled
dismemberment
tuition

»
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ANSWERS: ROCCO BENEFITS
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WORKPLACE CURRICULUM using ROCCO’S DRUG AND ALCOHOL POLICY

PAT MARTIN
. CURRICULUM WRITER

CAREER ENHANCEMENT PROGRAM
JAMES MADISON UNIVERSITY




IO THE TEACHER

This unit of ROCCO’S WORKPLACE CURRICULUM is based on
ROCCO’S actual drug and alcohol policy. It has been
rewritten tc a low readability level in order to offer
beginning and low level readers extra reading practise using
a topic that should be of interest to them. Instruction in
vocabulary is also provided using words taken from the
actual drug and alcohol policy.

OBJECTIVES
The learner will be able:
1 to read with comprehehsion ROCCO’S Drug and Alcohol

Pélicy at the 3-4 grade level.

2. to demonstrate knowledge of ROCCO’S expectations of
employees in regard to the Drug and Alcohol Policy.

3. to recognize and use vocabulary presented in the
explanation of ROCCO’S Drug and Alcohol Policy.

MATERIALS

1. Pretest
2. Vocabulary
- list of all words used in drug and alcohol policy
- definitions of words used in vocabulary
instruction/exercises
- vocabulary exercises
- word find puzzle
- crossword puzzle
3. Drug and Alcohol Policy, rewritten to a third-feourth
grade level
4. Reading comprehension exercises
5. Answer Key
7. Unit Evaluation (for use by the student)

The crossword puzzle used for vocabulary instruction/
practice are available for use on Apple Il GS disks.

o
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ROCCO, INC.
DRUG AND ALCOHOL POLICY
PRETEST

Part one: Match the word with its meaning.

1.

2.

workplace a. well, not sick
healthy b. plan for action
illegal c. the place one works
policy d. Jjob ended

fired e. against the law

Part two: Write a short answer.

1.

What will happen if a worker has, uses, buys or sells
drugs or alcohol at work?

What test must a worker take before he/she can work at
ROCCO?

What may happen if a worker has an acclident at work?

Where can a worker go for help if he/she has a drug or
alcohol problem?




KNOWN WORDS
a

about
an

and
are

ask

at

away
be

buy
cares
come
do
drug(s)
drunk
for
give
have

ROCCO, INC.

DRUG AND ALCOHOL POLICY

VOCABULARY

health
help
hired
if

in

is

its
keep
make
may
name
not

of

on

or

our
problem
safe

NEW WORDS FOR INSTRUCTION

accident
alcohol
careless
chosen
cooperate

fired

heal thy

high

Human Resources
Dffice

OTHER IDEAS FOR INSTRUCTION

verbs: ask,
help,

care, come, cooperate,
hire, make, say, sell,

safety
says
sel |
tested
testing
the

to

use

way

we

when
will
wlith
work
workers
workplace
you
your

illegal
policy
random
unusual

do, give, have,

test, use.

Teach present, past and past participle forms.
Use in constructing sentences.
Teach how to change verbs that end in e to ing form:

care-caring,
glve-gliving,

use~-usling.

prepositions:

come-coming,
have-having,

1

about, at, for, in,

cooperate-cooperating,

hire-hiring, make-making,

on, to, with.




10.

11.

12.

ROCCO, INC.
DRUG AND ALCOHOL POLICY
VOCABULARY DEFINITIONS

accident: wunplanned happening, can be unlucky or
harmful.

Jean had an accident at work. She cut her finger
with the electric knife. :

alcohol: a drink such as beer, wlne or whiskey
You can get drunk If you drink alcohol.

careless: not thinking about what one says or does;
not careful.

Henry was careless when he drove 55 mph through town.

chosen: marked for special treatment.
He was chosen to be the leader of the team.

cooperate: to work together with others for
the good of all.

We didn’t win the game because Sally would not
cooperate,

fired: no longer paid to work, Job ended.
She was fired because she sold drugs at work.

healthy: well, not sick.

Jane Is so healthy that she never misses any
days of work.

high: a false feeling of happiness caused by
taking drugs.

Getting high made Joe forget about his problem with
his supervisor.

I1legal: against the law.

Cocalne is an jlleqa] drug.

policy: plan for action.
It is the policy of ROCCO to give drug tests to all
new workers.

random: with no plan for choosing.

His name was chosen in a random lottery and he won
$100.00.

unusual : unexpected.
It is unusual to wear a swimsuit to work.
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. ROCCO, INC.

DRUG AND ALCOHOL POLICY
VOCABULARY EXERCISES

EXERCISE ONE:

Put the best work In the blank.

heal thy alcohoi illegal
fired pollicy

1. My son is . He has not been sick for
three years.

2. Driving 45 mph through the city of Harrisonburg is

3. This company has a of testing new workers
for drugs.

4. Joe drank at a party so he asked his
friend to drive home.

5. She was because she used illegal
‘ drugs at work.

EXERCISE TWO:

Match the words and meanings.

1. careless d&. with no plan for choosing
2. accident b. work together
3. cooperate c. not careful
4. random d.marked for special treatﬁent
S. chosen e. unplanned happening
[
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EXERCISE THREE:

A

HH 280 +HQQ

ROCCC, INC.
DRUG AND ALCOHOL POLICY
VOCABULARY EXERCISES

WORD FIND
CcC O O P E R A T E
A H R F I R E D U
A R E LL E &S S P N
L € A A S D L O U
C O H N L. B P L S
o s M O D T H I O
H F R I S O H C A
O H I GG H E M Y L
L . B & A L. N R K

FIND THBESE WORDS:
Look for the words across, down and diagonally.

ACCIDENT
COCPERATE

ILLEGAL

ALCOHOL CARELESS CHOSEN

FIRED HEALTHY HIGH

POLICY RANDOM UNUSUAL
o~
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ROCCO, INC.
DRUG AND ALCOHOL POLICY

ROCCO cares about the health and safety of lts workers.

We have a drug and alcohol policy to make our workplace safe
and keep our workers healthy.

The ROCCO Alcohol and Drug Policy says:

1.

You may not have or use alcohol or illegal drugs at
work.

You may not buy, sell or give away alcohol or illegal
drugs at work.

You may not come to work when you are drunk or high on
drugs.

You will be tested for alcohol and illegal drugs when
you are hired.

You may be tested for alcohol and illegal drugs if you
have an accident at work.

You may be tested for alcohol and illegal drugs if you

-—act in an unusual way
-—act in a careless way
-come to work drunk or high on drugs.

You will be tested for illegal drugs ‘and alcohol if
your name is chosen for random testinc.

You may be fired f:

-you have or use illegal drugs or alcohol at work
-you buy, sell or give away illegal drugs or
alcohol at work

-you do not cqoperate with drug testing.

ROCCO wants to help you if you have a drug or alcohol

problem. You may ask for help at the Human Resources
Office.




ROCCO, INC.
. DRUG AND ALCOHOL POLICY
COMPREHENSION EXERCISES

EXERCISE ONE:

Below are some storles about people who work at ROCCO.
Read the storles.
Choose what would happen to them.
Tell why It would happen.

1. Joe went to a party on Friday night. He and some of his
friends smoked marljuana at the party. When Joe goes to
work on Monday,
a. he will be fired. b. he will be tested for drugs.

c. nothing will happen.

why?

2. Sally has a problem. She drinks too much alcohol. She

wants help with her problem so she tells her supervisor
about it. She will

a. be fired. b. have to take a drug test.
. c. get help from ROCCO.

¥hy?

3. Sam usually comes to work ready to work hard. Yesterday
he had two accidents in the morning. He just didn’t act
like he was awake. He sald he had had plenty of sleep the
night before. HRis supervisor will probably
a. send him home. b. have him take a drug test.

c. fire him,

Why?

4. Sandy went to work ywith some marijuana in her purse.
During break she gave some to her friend Mary. They sat

outside and smoked it. If their supervisor sees them, they
a. will be fired. b. will be sent home for the day.
c. will be given a urug test.
Why?
2v3




ROCCO, INC.
DRUG AND ALCOHOL POLICY
COMPREHENSION EXERCISES

EXERCISE TWO
Put the followlng words In the blanks.
alcohol health workers workplace

ROCCO cares about the (1) and

safety of is employees. We have a drug and (2)

policy to make our (3 safe and to keep

our (4> heal thy.

Put the following words In the blanks.

accident art careless hired illegal drugs
name random tested
You will be (5 for alcohol and

illegal drugs when your are (6)

You may be tested for alcohol and (7D

if you have an (8> at work. You may

be tested for alcohol and lllegal drugs if you (9

in a 10D way. You will be tested for
illegal drugs and alcohol if your (11) is
chosen for (12)_ testing.

Put the followlng words In the blanks.

cooperate fired sell use
You may be (13> . if:
-you have or (14> illegal drugs or alcohol at work
-you buy (15 or give away illegal drugs or alcohol
at work
-you do not (16> wlth drug testing.
OV




ROCCO, INC.
DRUG AND ALCOHOL POLICY
ANSWER KEY
PRETEST
Part one
i. ¢ 3. b
2. a 5. d
3. e
Part two

1. Hes/She will be fired.

2. A drug test

3. Hes/She may be tested for druygs.
4. to the Human Resources Office

VOCABULARY EXERCISES

Exercise one

1. healthy 4. alcohol
2. illegal 5. fired
3. policy
‘ Exerclse two
1. ¢ 4. a
2. e 5. d
3. b
COMPREHENSION EXERCISES
Exercise one
1. ¢ Joe did not use drugs at the workplace.
2. ¢ She asked for help before she was caught.
3. b Sam is acting differently than usual. The company

has a reason to think that he may be using drugs.
4. a Sandy had an illegal drug at work and gave some to

Mary. Mary will also be fired.

Exercise two:
1 health 10. careless
2 alcohol 11. name
3. workplace . 12. random
4. workers 13. fired
5. tested 14. use
6 hired 15. sell
7 illegal drugs 16. cooperate
8 accident 17. help

‘ 9 act 18. problem

o oc ™




ROCCO, INC.
DRUG AND ALCOHOL POLICY
VOCABULARY EXERCISES

ANSWER KEY

EXERCISE THREE: WORD FIND

)
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ANSWERS: ROCCO DRUG POLICY
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ROCCQO
DRUG AND ALCOHOL UNIT EVALUATION

(Can be done orally>

Fl11l in blank with a number from 1 to 5:

5 - definijitely

4 - most of the time
3 - some of the time
2 - seldom

1 - never

I learned something new about the drug and alcochol
policy at ROCCO by finishing this unit.

I learned some new words by flnlishing this unit.

I enjoyed doing the exercises and puzzles in this
unit.

I would encourage others to do this unit.

This unit will help me in the future to know about
the drug and alcohol policy.

Complete each of the followlng sentences:

If I could change something about this unit, I would

This unit will help me in the future when

<o




WORKPLACE CURRICULUM
TEACHER FEEDBACK FORM

CEP curriculum used:

Company Name -

-

Curriculum Concentration (reading, math, benefits,
company policies, etc.) -

From your perspective after using this workplace curriculum,
please fill in each blank with a number from 1 to 5:
S-definitely, 4-most of the time, 3-some of the time,
2-seldom, 1-never.

The workplace curriculum reflected a connectlion to
the student’s work setting and/or specific job.

The workplace curriculum correlated wlth the other
competency-based curriculum materials.

‘ The workplace curriculum was consistent in its
readabllity and/or skill level presentation.

The workplace curriculum was of Interest to thne
student(s>. .

Please comment on the readability/skil]l level of the
curriculum:

Please comment on the content of the curriculum:

L]

Please add any suggestions for future workplace curriculum
materials which would be helpful to you. Include
readabillity/skill level and content as well as specific
ideas for how you would use the material.




ROCCO
WORKPLACE CURRICULUM using ROCCO’S SAFETY INFORMATION

LINDA GNAGEY
CURRICULUM WRITER

CAREER ENHANCEMENT PROGRAM
JAMES MADISON UNIVERSITY
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SAFETY ON THE JOB
TO: Career Enhancement Program Student

These pages are a unit about safety at work. The unit

includes many general safety ideas and concerns as well as
rules for safety at this plant.

*#1. To begin this unit, do the CHECK YOURSELF exercises.
Then, look in the back at the ANSWER KEY to see how well you
did. (These exercises will glve you an idea of what the

unit. is about.)> Maybe you already know a lot about safety.
But, you may learn some new ideas.

*¥#2, Read SOME WORDS TO KNOW and SOME TERMS TQ KNOW. These
words will help you In the reading on the following pages.

#¥#3. Read the two pages about SAFETY ON THE JOB.  The first
page is about what your employer does to have a safe

workplace. The second page is about what you should do to
have a safe workplace.

*¥#4, Then, do SOMETHING TO READ AND DO. There are 3

exercises. Do them and then check your answers with the
answer key.

##5. Complete the evaluatlion questions on the last page.
Turn all materials in to your teacher.

(AKX
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ROCCO
SAFETY ON THE JOB

CHECK YOQURSELF

Match each word wlth the best meaning.

1. ____  FLAMMABLE a. polsonous

2. ______ HAZARDOUS b. easlly set on fire

3. ____  PROTECTIVE c. having a change of air
4. ____ ToOXIC d. keeplng from harm

S. ___ VENTILATED o e. dangerous

Exercige I]

Write a short answer to each question.

1. Name an example of personal protective clothing.

2. Name one way an employee of Rocco learns about safety.

3. Who needs to know about any injuries which have happened
on the Jjob?

4. Glve one hint about how to 11ft correctly.

5. Who can unsafe condltlicns at Rocco be reported to?

O]




ROCCO
SAFETY ON THE JOB

SOME WORDS TO KNOW

FLAMMABLE: easlly set on fire

Newspapers are flammable when stored near a furnace.

FUMES: harmful or strong gases or smoke
The fumes from the wood stove hurt my eyes.

HAZARDOUS: dangerous
Loud music may be hazardous to a person’s hearing.

BAZARDS: wunsafe conditlions or practices; dangers
A pllot knows the hazards of flying in a storm.

TOXIC: polsonous
Smoke from factorles ls toxic to many birds.

VENTILATION: good air flow; a change of air
Schools need good ventilation after summer vacation.

SOME TERMS TO KNOW

QSHA (Qccupatlional Safety and Health Administration):
a government agency which sets and enforces safety and
health standards at work places. The Occupational
Safety and Health Act of 1970 set up this agency. The
law says that workers should have a safe and healthful
workplace. Rocco follows this law.

REPETITIVE MOTION INJURIES: damages resulting from the

same actlon being done repeatedly in a person’s job.

(ERGONOMIC appllicatlions are available at Rocco for
persons who are Injured.)

SOCIAL SECURITY: a department of the U.S. government.
Money is collected from employees and employers. The
money ls paid out when a person retires or sometimes
when a person Is dicabled.

WORKERS’ COMPENSATION: weekly cash beneflts and

medical expenses paid to a worker who was |njured at
work or who has an occupational disease.

(An OCCUPATIONAL DISEASE is a sickness caused by some

workling conditions.)




ROCCO
SAFETY ON THE JOB

Accldents can happen anywhere: at home and at work.
Safety Is Important. Most of us t:-y to be careful at home
and on the Job so that we do not have accidents. We try to
set up the places where we llve and work to be safe. We try
to do things safely.

Making sure that Rocco Is a safe place to work Is the
Job of both the EMPLOYERS and the EMPLOYEES at Rocco. When
there are no acclidents or injurles at Rocco, the employees

may enjoy good health and the employers enJoy lower costs
from losses.
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ROCCO’S EMPLOYERS plan a safe workplace to help prevent
accldents from happening. - Rocco tries to provide:

1. PROPER LIGHTING
Workers must be able to see clearly in order to
use machinery and tools.

2. GOOD AIR FLOW
Unpleasant gases or smoke (fumes) may be toxic.
If there is a good air flow (good ventilation),
factory air is kept fresh and clean. Fresh air
keeps workers more alert.

3. SAFE NOISE LEVEL
Rocco seeks to provide ways to reduce the noise
produced by machines. Earplugs for workers may be

provided.

4 ADEQUATE WORK SPACE

S RIGHT TOOLS FOR EACH JOB

6 ZD
GOOD WORKING CONDITION

7 TRAINING FOR EMPLOYEES TO WORK WITH AND CARE FQR
TOOLS AND MACHINERY

8. v HING NT

(earplugs, gloves, eye protectlion)

Q. 0US
Rocco will provide training In how to read and use
- Warning Labels
- Material Safety Data Sheets
- Personal Protectlive Equipment

10. URE v
INJURIES
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ROCCO’S EMPLOYEES work as well to prevent acclidents
happening.

from

L2227

1.

10.

3R R

TO AVOID ACCIDENTS an employee should:

An employee should pay attention to sleeve length,
halr and jewelry. An employee may be required to
wear a Jjacket, hairnet, etc.

W NT
An employee may need to use ear plugs, gloves or
safety glasses,

PAY FULL ATTENTION TQ WORK

. W
Each employee learns about safety rules from thelr
supervisor on a Job or from reading Rocco’s safety
materials. Workers are reminded of safety rules
by printed warnings and slgns.

USE THE RIGHT TOOLS FOR EACH JOB
TREAT TOOLS AND MACHINES WITH CARE

Each employee should use safety guards on
machines. Tools and machines should only be used
for the Jjobs they were meant to do.

KEEP WORK AREAS CLEAN
LIFT CORRECTLY:

a. bend knees

b. hug the load

c. let muscles In legs do actual lifting
d. never twlst when lifting

.
.

know where fire extinguishers are

know where all exits are

in case of flre, leave the building

know where to flnd emergency phone numbers
know wher‘e and how to store flammable ltems

E

o 0QUw

AFE i ¢
10 SUPERVISOR

IN CASE OF AN ACCIDENT, an employee should:

REPORT ALL INJURIES, EVEN IF THEY SEEM
Vv




ROCCO
SAFETY ON THE JOB

SOMETHING TO READ AND DO
Exercige I

Here is a list of ways to prevent accidents at Rocco.

- Put a W In front of each item that a worker, or
employee, should do to prevent an accident.

- Put an R in front of each item that Rocco, the
employer, should do.

1. Make sure there Is adequate work space for
each worker

. Make sure there is good ventilation at Rocco
. Read all labels on the job

. Wear earplugs when necessary on the job

2
3
4
- S. Lift by bending one’s knees
6 Reduce the noise which machines make
7. Keep work areas clean
8

. Provide training in use of Materlal Safety
Data Sheets

?. Leave the bullding when there is a fire

10. Use safety guards on the machines

[ Kol




Fi1]l iIn the blanks of the sentences below with one of
the following words.

ATTENTION HAZARDS
EARPLUGS PROTECTIVE
EMPLOYEES TRAINING
EMPLOYERS VENTILATION
EXTINGUISHERS WARNINGS

Accidents can happen at Rocco, but Rocco

have planned for a safe workplace to

prevent accldents. Rocco trles to provide good

so thaf workers have fresh air to stay

healthy and alert. One way Rocco reduces the nolse which

affects workers is to provide . Other

equipment may include gloves or safety

glasses. All workers receive to work

with and care for tools and machinery.
Even though a safe workplace has been set up by Rocco,

all play a part in avolding accldents.

Workers need to read all dlrections,

and signs. Knowing about fire safety Is Important,

especlally knowing where fire are

located. An employee needs to pay full

to the job and report any unsafe to the

supervisor. !

N
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Exercise JII

Complete each sentence. There are no right or wrong
answers.
1. One reason to care about safety at Rocco Is
2. The most important thing Rocco can do to provide a safe
place to work s
3. The most lmportant thing I can do to prevent an
accldent at Rocco is
4, One time when safety on the Jjob was not used was when
5. One new suggestion I have for safety at Rocco is




ROCCO
SAFETY ON THE JOB
ANSWER KEY

CHECK YQURSELF
Exercige 1

1. b. easily set on fire

2. e. dangerous

3. d. keepling from harm

4. a. polsonous

5. c¢. having a change of air
Exerclge I

(one or more of the following for each question)
1. earplugs, gloves, eye protectlon
2 from thelr supervisor, from reading Rocco’s
safety materials, from warnings and signs
3. the supervisor
4 bend knees, hug the load, let legs do liftlng
S the supervisor

HomﬂmmAwNHE
LEDVELVELELDD

O .
.

EMPLOYERS
VENTILATION
EARPLUGS
PROTECTIVE
TRAINING

EMPLOYEES ‘
WARNINGS
EXTINGUISHERS
ATTENTION
HAZARDS
Exercige III
‘ (answers wlll vary)
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ROCCO
SAFETY ON THE JOB

UNIT EVALUATION

Fill in the blank with a number from { to S:

- definlitely

- mogt of the time
gsome of the *ime
- seldom

- never

= NW.AO
t

I learned something new about safety at Rocco by
doing this unit.

. I learned some new words and terms by doing this

unit.
, I enjoyed doing the exercises in this unit.
I would eﬁcourage others to do this unit.
’ Complete each of the following sentences:

If I could change somethling about this unit, I would

This unit will help me In the future when

to
C.




Readabllitles for: SAFETY UNIT

Readablllfy Sample Number
Formula 1 2 3 4 5 Average
SPACHE 4+ 3.2 4+ Invalid
DALE-CHALL 8.0 7.0 8.8 7.9
e e e e e e e e e e e
FRY 5 6 6 6
FLESCH 77 79 75 77
RAYGOR 5 5 9 6
FOG 8 9 9 9
SMOG 8.4 8.4 8.4 8.4
Q LAXaNN
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Poultry Plant Dialogues
*ON THE JOB WIIH JOHN*

revised, SEPTEMBER, 1992
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DIALOGUE 1.
AT THRE TIME CLOCK

(John wants to go to Mexlco to vislt his famlly In
July. Hls mother’s having a blg blrthday In July and he
wants to be there. He needs to ask hls supervisor |f he can
change hls vacatlon from June to July.

He came to work early to talk to hls supervisor, Mr.
Miller. He’ll ask him If he can take hils vacatlon In July.>

JOHN:
Hl, Mc. Mlller.

MR. MILLER:

Hl, John. You came to work early today. I‘m glad to
see you here.

JOHN: . )
I came In early to ask you a questlon. My vacatlon Is
scheduled for June, but I want to change 1t to July. I want
to go to Mexlco to vislt my famlly in July. My mother’s
having a blg blrthday party and I don’t want to mlss lt.

Can I change my vacatlon to July?

MR. MILLER:
So, you want to take a vacatlon In July? Let me see
when the other workers on your shlft have vacatlons planned.
It looks to me as 1f July ls open for vacatlons. What
week do you want to go to Mexlco?

JOHN:
My mother’s birthday ls July 10. 1I1‘d llke to go to
Mexlco for the week of July 5 - 11,

MR. MILLER:

The week of July S5 - 11 looks great. 11’11 put you down
for that week.

JOHN:

Thanks, Mr. Mlller. I/11 plan to be on vacatlon that
week. My famlly wlll be glad. 1711 tell them I‘m comlng to
Mexlco then.

I think 1t’s time for me to get to work. Thanks agaln.




ANSWER THE FOLLOWING QUESTIONS:

1. Why does John want to change hls vacation time?

2. What does Mr. Mliller have to do before he can OK the
vacation?

3. Does Mr. Mlller say John can change his vacation?

4. What week of vacatlion does John now have scheduled?

5. What are you planning to do.on your next vacation?




DIALOGUE II.
IN THE BREAKROOM

JOHN:
I‘m ready to go home and [t“s not even lunch time.

TOM:
wWhat’s happening? You having a bad day?

JOHN:
Bad day? You wouldn’t belleve what’s happened so far.

TOM:
Tel! me. I need a good laugh.

JOHN:

Well, flrst of all, my car wouldn’t start this morning.
I had to call my brother to bring me here and he wasn’t too
happy about that.

TOM:

That car’s been gliving you a lot of trouble. Better
think about getting one llke mine!

JOHN:

I won’t get into that talk. Let me tell you what
happened when I got to work. I went to the supply room to
get my stuff. Well, wouldn’t you know, they were out of
jackets my size so I had to wear thls huge one. I1/ve been
swimming in this thing all morning.

TOM:
Oh, it doesn’t look so bad. Aren’t kids wearing
clothes blg and baggy all the time?

JOHN:

Maybe, but I‘’m not a kid! I haven’t told you the worst
part of the day. My earplugs are driving me crazy! They’re
also too blg and they keep fallling out.

TOM:

What a day! Why don’t you talk to Mr. Miller and maybe
he’11 glve you the rest of tha day off. Doesn’t sound like
you‘re getting much work done anyway!

JOHN:

Did you forget? I don’t even have a car here to go
home early In. Oh, no! I talked too long and now I‘’m late
going back to the lline!

TOM:

I hate to tell you this John, but your hairnet |s torn.
Looks llke your bad day isn’t over vet!

fa YRl
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ANSWER THE FOLLOWING GQUESTIONS:

1. What time of day is It Iin the story?

2. What kind of day is John having?

3. What are 2 things that have happened to John?

4. What s the worst thing“that has happened to you at
work?

5. What do you think happened to John in the afternoon?

B
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DIALOGUE III.
IN THE HUMAN RESOURCES DEPARTMENT OFFICE

JOHN:

Mrs. Smith, do you have a minute? I have a question
about my lnsurance.

MRS. SMITH:
I1’d be glad to answer your question |f I can. Someone
In this office should be able to help you if I can’t.

JOHN:

I’ve been working here at the plant for 6 months and I
haven’t had to go to a doctor until last week. I hurt my
hand working on my car and needed stlitches.

MRS. SMITH: }
I hope you went to the doctor.

JOHN:

Oh, I did. And the doctor fixed my hand all up. I
didn’t mind going because I knew I had insurance from the
plant. But, the woman at the doctor’s office said I had to
pay part of the doctor’s bill. She called it "the
deductible." I didn‘t know what deductible was. I thought
my insurance was supposed to pay.

MRS. SMITH:

Well, John, you do have insurance. But, each person
who has insurance has to pay so much money each year before
the insurance company will pay the rest. The deductible
Isn’t very much compared to the large bills you could get
from a doctor or a hospital. After you pay your small part
of the doctor’s bill, your insurance from the plant will pay
for the rest. Almost all Insurances work that way.

JOHN:

What would happen If I had to go to the doctor again?
Would I have to pay the deductible again?

MRS. SMITH:

No. The deductible you pay lasts for one year. Your
Insurance company then.pays almost all of the rest of your
bills. You do need to pay a small percentage of each bill
though. Insurance is a way of sharing the payment of your
bills. But, the company pays the blggest share.

JOHN:
My famlly has insurance from my work here. Do they
need to pay a deductible each year toco?

P




MRS. SMITH:

That’s a little confusing. There’s a deductible for
one person In your family and then there’s a deductible for
Yyour whole family. Once your family has pald thelr
deductible, then the insurance company pays [ts share.

JOHN:
I think I understand but I’m not sure.

MRS. SMITH:

John, please feel free to come in whenever you have a
speclfic question. That’s what my Job ls - to answer
quest jons!

ANSWER THE FOLLOWING QUESTIONS:

i. How long has John been working at the pilant?

2. Why did John go to the doctor?

3. Does John or the Insurance company pay for the blggest
share of medical costs?

4. How long does the deductible last?




DIALOGUE 1V.
ON THE LINE

MR. MILLER:

John, the mechanics are working on your line and It
should be runnlng agaln In a minute.

JOHN:

Mrc. Miller, 1f you have some time while I’m walting,
I‘ve been wanting to ask you about taking time off work.

MR. MILLER:

Do you mean vacatlion time? We scheduled vacatlions a
month or so ago.

JOHN:

No, I know about vacation time. I have a week in July
when I‘’m golng to Mexlco. I just heard about a woman on my
shift taking time off that wasn‘t for a vacation. I was

wondering when we‘re allowed time off for other things that
come up.

MR. MILLER:

Well, John, we try to be understanding of times when
you need to be off work. We glve any worker pald days off
work for a death In his or her Immediate famlly. We also
glve pald time off work 1f a worker Is called to Jjury duty
during working hours.

JOHN:

That’s good to know. But, I think the woman took time
off when someone In her famlly was sick. What about that
kind of time off?

MR. MILLER:

That person may have had a personal leave off work. If
a worker has a reason other than a death In the family or
Jury duty for time off work, the worker must go to the
supervisor. It may be possible to take time off work called
a personal leave. That time Is not pald for by the company
and Is limited In length of time.

JOHN:

What 1f I would be sick for a long time? Would I lose
all my pay for that time?

MR. MILLER:

You may have Insurance through the company that pays
for time off because of a short-term disabllity or a
long-term disabllity. Whenever a situation comes up that
you have questions about, talk to me or talk to the Human
Resources Department. Each situation Is different and may

be handled differently. So, don’t heslitate to ask
questions!
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JOHN:

It looks llke the llne Is moving again so I need to get

to work. Thanks for the informatlon. I hope I don’t need
to take time off work, but I711 talk to you agalin |f
something comes up. :

ANSWER THE FOLLOWING QUESTIONS:

1. Why ls John waltlng to work rlight now?

2. What Is 1t that John ﬁas a question about?

3. Why dld the woman that John mentlons take time off work?
4. Where should John go when he has a questlon about time
off work?

3.8




DIALOGUE V.
ON THE WAY HOME

JOHN:

I really appreclate you giving me a ride home, Tom. My
car’s been glving me big trouble lately. 1It’s time to trade
it In I suppose.

TOM:
No problem with the ride. You live right on my way.

JOHN:
Tom, I heard about a guy on our shift getting fired
today. Do you know what was up?

TOM:

Yeah, the guy was crazy. He was found drinking on the
Job. He must have a big problem because he carried the
stuff to work and was trylng to share it in the breakroom.

JOHN:
Boy, he does have a problem. So, the company can let
him go just like that?

TOM:

Sure can! If you’re found with drugs or alcohol on the
Jjob, you can be gone that same day! Tell you the truth, I‘m
glad for the policy. WIith the drug testing going on, I
don’t want anything around to even tempt me. Have you been
tested lately?

JOHN
No, not since I had the first test when 1 began here.
It’s not such a big deal for me. I don’t use the stuff at

home so they’‘re not golng to find anything durlng a test at
work .

TOM:

Some workers mind it. One guy I work with was tested
positive and was suspended for 30 days untl] he passed a
clean test. And then he’ll be on probation for a year.

JOriN:

If someone ]ike tHat guy really has a problem with
drugs or alcohol, he should ask for help. The company will
be a lot more understanding if someone admits a problem
before the problem Is found out on the job.

TOM:
Admitting a problem Isn‘t always easy. You‘re a good
example of that.




JOHN:

What do you mean? 1 Just told you that I don’t use the
stuff!

TOM:

I‘m not talking about drugs or alcohol. I‘m talklng
about your problem wlth that car of yours. 1It’s taken you
forever to admlit it’s good for nothing and ready to be
traded in. 1I‘ve been trying to tell you that for years!

ANSWER THE FOLLOWING QUESTIONS:

1. Why Is John rlidling home with Tom?

2. Why was the guy that John mentlions flired from work?

3. Has John ever been tested for drugs?

4. What problem did John have that took a long time to
admlit?

S. How do you feel about the drug and alcoho! policy of
your company?
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Aruitoxt provided by Eic:

OIALOGUE VI,
IN THE CAFETERIA

JOHN &
Hi Tom! You're= buyving vour lunch in the cafesteria
today? I thought you packed & lunmch sveryday.

TOM:

Heually I do pack my lunch, but I was up during the
night with two of my kids. They started getting the chicken
pox. I was too tired to pack bsfore coming in.

JOHN 3

Well, I'd recommend my uswal Tunch for you to buy. Th
tish sasndwich with chesese is greszt, And I always buy fries
and an oranges drink to go with it.

m

A
betwean t dog with chili or o md
definitely nesd a2 larees cup of cotfes. I didn’t g=t =nough
sleep Tast night.
JGHN =
The targes coffes is Z0 ounces, Ars you surs you need
that much?!
Tidks

Rat is & large cup,. Mavbke I°11 gst a ten ounce coffes
and a small pink lemonsde. I've never seen pink lemonade
before.
JORHN:

Let me tell you - if vou sver come in for the breakfast
hare, you’'ll really gst a good meal for the price. The
biscuits with gravy are only #1.3% for a larges ssrving. And
if you 2dd somes fried potatoss with them and =ome ssussce oF
bacon, you'll be resdy to work all day.

Well Jcbn, thanks for thne icezz. I°m not & hbig
breakfast person. BEut I &m goimg to order that borrito with
t-2 wegestabhlie zides dizh now. I“m gstting wmore hunary thes
Tonger I t in iin=.
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‘ ANEWER THE FOLLOWING QUESTIONS :

1. Why didn‘t Tom pack his lunch today?

2. What sandwich did John suggest for Tom to buy?
2. Why did Tom want a large cup of coffees?

4. What drink had Tom never seen before?

S, What did Tom decide to order in the end?




ERIC

Aruitoxt provided by Eic:

GIALOGBUE WII.
IN THE CAFETERIA LINE

JOHN 1
Good morning! What a beautiful day cutside!

CAFETERIA WORKER:

Beautiful day, huh? I‘ve been stuck in here since
before daylight. It’s sure rnot too pretty in here. Do vou
know what you want?

JOHN:

I think I711 try somsthing different. How about the
fried potatoss with 2ravy, a Targe serving?

CAFETERIA WORKER:

Tou’‘re too early for the potatoss. They aren’t ready
yet. In fact, they may never he ready Who would want
fried potatoss in the morning anyway? Another choice?

Fell, how about s small biscuits and gravy?  And bacon

CAFETERIA WORKER:

I think I have some biscuits arcund here someplace, but
they were made yesterday. I couwldn’t zee making any today
since there were some laeft from yesterday. The bacon’s a
little overdone, but I thirk it’s fresh.

JOHM &

gberry muffins and s 1arge coffss. I neesd
to stay swaks &

CAFETERIA WORKER:

Stay awzake? UWhatever for? I'm ready to go home to
slesp. Here’s your tray. That’ll be £2.&9,.
JOHN ¢ *

Famks. Everything looks and smells great. Hav

CAFETERIA WORKER:
That’11 be the day I have a good da.
good day vet and I dom’t intend to start
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. ANEWER THE FOLLOWING RQUESTIONS:

1. What kind of day did John think it was?

2. What size serving of potatoes did John ask about?
3. When were the biscuits made?

4. Why did John order coffee?

T What did John think about the food he received?
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ROCCO TURKEYS, INC.
CAFETERIA MENU
BREAKFAST AND LUNCH SCENARIQGS .

SCENARIOQO 1:

A worker came to Rocco early to have breakfast before his
shift begins. He would like two scramblied eggs, bacon,
fried potatoes (a large serving) and toast. He would also
like a small cup of coffee and a glass of orange Jjuice. He
has only four dollar bllls.

Does the worker have enough money to pay for the breakfast
that he would like?

How much does his breakfast cost?

SCENARIO 2: .

A worker forgot to bring the bag lunch she packed for today.
She decides to buy a lunch in Rocco’s cafeteria. She has
only $2.90 In her change purse and would prefer to eat
chicken or fish and vegetables rather than beef or pork.

She decides to try a large serving of green beans and a fish
sandwich with cheese.

Does the worker have enough money to buy a medium size glass
of ice tea as well?

How much does her lunch and drink cost?

SCENARIQ 3:
A Rocco worker buys the same lunch everyday in the plant

cafeteria: fried chicken, a small serving of the vegetable
of the day and a large coke.

What does the worker pay for her lunch each day?

How much does the worker spend in the cafeteria after a five
day work week?




SCENARIQ 4:

A Rocco worker arrived at work an hour early as he got a
ride with a friend who comes in early every day. The worker
decldes to eat breakfast for the first time in the Rocco
cafeteria. He’s happy to see that the menu includes
biscuits and gravy which he orders (a large serving) with
two servings of sausage. He also orders grapefruit juice
and later buys a small glass of milk.

How much does the worker’s breakfast cost?

If the worker would decide to buy a small serving of fried
potatoes as well, how much would the breakfast cost?

SCENARIQ S:

A worker has decided to treat two of his fellow workers for
lunch since today is his birthday. One of the workers would
like a hot dog with chili and a small orange drink. The
other worker prefers a cheeseburger and a large pink
lemonade. The worker with the birthday chooses a chicken
sandwich without cheese and a large glass of milk.

What is the total bill for each worker?
Worker 1:

Worker 2:

Worker 3:

Total bill for all three workers:
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ROCCO TURKEYS, INC.
CAFETERIA MENU
BREAKFAST AND LUNCH SCENARIOS

KEY
SCENARIO 1:
yes
$1.35 ~ 2 eggs, meat, toast

.90 - large fried potatces
.35 - small (10 ounce) coffee
.55 - orange julce

$3.15

- total (tax??>
SCENARIO 2:
yes
$ .90 - large vegetabies

1.45 - fish sandwich with cheese
.50 - medium (16 ounce) ice tea
$2.85 - total (tax??)

SCENARIQ 3:
$1.35 - fried chicken
' .55 - small vegetables
65 - large (20 ounce) soda

$2.55 ~ total per day (tax??)

$2.55 X 5 = $12.75 per week (tax??)

SCENARIQ 4:
$1.35 - large biscuits and gravy
.55
.55 ~ 2 servings of sausage
.55 - grapefruit juice
.45 - small milk
$3.45 - total (tax??)

$ .55 - small fried potatoes
$4.00 - new total (tax??)

SCENARIQO 5:
Worker 1 - ¢ .70 - hot dog with chili

.35 - small orange drink
$1.05 - total

Worker 2 - %$1.15 - cheeseburger
.65 - large (20 ounce) pink lemonade

$1.80 - total

Worker 3 - $1.15 - chicken sandwlich

.60 - large milk
$1.75 ~ total
Total bill - $4.60 (tax??)
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WLR FOODS, INC.
WORKFLACE CURRICULUM using WLR'S EENEFITS FACKAGE

INTROOUCTION

The WLR Workplace Curriculum is based on the actual benefits
ot fered by WLR Foods, Inc. to its employees. The benefits
have been comsolidated in a "package" and rewritten to a low
readability level to insure access for beginning readers as
well as to allow practice reading for more able readers.
Aside from capturing the learners’ attention and interest,
this reading material and the learning exercises ftollowing
it imstruct WLR employeeses in the details of the bernefits
ctfered to them by their company. Additionally, this
curriculum provides instruction in vocabul ary, both common
and technical, which is part of the benefits package.

close connection bSetween “classrcom work" and "on—the-j
work which will bring a relevence to learnirng. Matlvat
and =kill gevelopment in the classroom will improve, as well
as motivation, self-imsge and performance in the work
setting at WLR.

A= WLR smployees use workplace curriculum, thE‘ will sees a
id

b
it
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_'

L JECTIVE!

€

The WLR Workplace Cuwrriculum seske to satisfy the obisctives
‘ licted belaow.

Behavioral Objectives
The Tearner will ke sble:

1. to identify key bensfits offered by WLR Foods, Inc.
to its employses.

. to recognize and discriminats betw=en t

= of insurance (health insurance, life insurance
shart—-term diszability inmnswance, retirsmant) off
Foode, Inc. to its employees.

3. to read with comprehension emploves materials at
the third-fourth grade level.

4. to demonstrate knowlsdae of technical terms uzed in
the sxplanetion of WLR'z bensefits package.
CCP Competencies:
‘ 1. Unit 2.1.1.4.3 Fay, Bernefits and Unions
Lesson 2.1.1.4.2.3: Frirnge Benefits
2. Umit ZT.2.2.3.3: insurarce
{(l2ssons on health insurance, life insurancs)
3. 1.4: Job Hotding
1.4.2: Financisl Reguirements
1.4.2.2: Frringe EBEenefits
4. Level 2.2 2.3 0 Banking, Credit, Tazes and
Insurance
Unit 2.3.2.3.9: Insurance
S, Unit 1.2.1.4.2: Eanking, Inszuwrance and Tares
Lesgssom 1.2.1.4.2.8: Insurance

El{fC‘ 328
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The WLR

Workplace Curriculum has the following components i

wrritten

1.

LJ

1~ 0o 0 g

form:

Fretest

Vocabul ary

- list of all words ussd in

— definit:ons of words ussd
instruction/exercises

— vocabul sry sxercises

— crossword puszles
Eemefits, re—written toc a t
— Wampler—-Laongacre Chicken

— Wampler—-Longacre Turkey B

HE=Talulh -

m

> T m

]

]

+

I

+

i

o [ 1}
—~ 1 ot

7’

Form (F

sword puzziss used for vocab
e available for wuse on Ap

for use by

hird—fourth grade 1evel

Benefits
enafits

concerning comprehsnsion of bensefits

the student:
or use by the student’s

ulary instruction/
ple II GE disks.




SUMMARY OF READARILITIES

Readability levels of the WLR Workplace Curriculum were
calculated using seven foraulas by the EBritannica Computer
Based learning software program.

The Spache formula indicated a 2.8 readability average +or
the curriculum. The material is most 1ikely at the primary
level and results from the Dale-Chall, Raygor and Smog
formul as should be ignored as they cannot sstimate primary
levels. The Flesch formula averace of 87 indicates '"easy"
reading material.

It is estimated that the readability level for the HWLE

Workplace Curriculum is approximately third-fourth grade
level .

330




" Readablllty  : _ Sample Numper
el 2SS heraee,
SPACHE 2.4 3.3 2.8 2.8
Cmeemi s e 2 1 oas
w e ow 1.
‘ U
FLESCH 90 83 89 87
oz L4 os a4
T oo s .
wos oea se es L
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LEARNMIMGE ACTIVITIES

The WLR Workplace Curriculum includes learmning activities
retating to the vocabuwlary, both common and technical, which
is & part of the benefits package and lTearning activities
relating to comprehension of the bensfits package itself.

The benetits package is written to a low readability Tevel
s0 as to enable students to read the material independently.
Ten exercises following the benefits package refer to the
ten areas of bensefits.

Exercicses include the following forms:

Vocabulary Instruction:

- matching

— filling in the blanks

— unscrambling of words

- dividing of compound words

- creative writing

— crossword puzzles (on paper or on computer)

Benefits Fackage Instruction:
= f111 in the blanks

- multiple choice

— YEES OF N0 ANSWer

- crzative writinag

332
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EXTERSION OF LEARMING

There are many possibilities for sxtension of wvocabul ary
instruction using the complete list of vocabulary words
found in the benefits package. Several ideas are given on
the list itself. Additionally, imnstruction could include
identification of pacts of speech, noting that several words
in the packsage are ussd as both nouns and verbs. The
imstruction of familial terms us=d in the benefits could ke
expanded to other such terms and to a discussion of family
relationships.

To extend learning concerning the benefits package
instruction, the l=arner may bring guestions which he/she
has concerning specific situations involwving bensefits
aoffered by WLR. e learner and teacher may work togesther
to solve inguirisss/problems concerning the situations.

There are many creative writing opportunities using the
tenefite package material. Scererios, rezl or imaginary, of
1o idays, leaves of abszence, stc. would offer

.-

Both writing and reading and could be dons
in pairs,

1333
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EVARLUATION

Evaluation play=s an integral role in ths WLR Workplace
Curriculum as it provides fesdback concerning the learner’s
progress in meeting his or her learning goals and feesedback
concerning the worker‘s progress in mesting WLR's goals for
understanding of the benefits pack=age. Evaluation
additionally gives information to the instructor and the
curriculum writar concerning adjustments to the instruction
and/gor the curriculum which may be needed to mest these
goals.

The two areas of evaluation included in the WLR Workplace
Curriculum are:

i. Evaluation of realization of bshavioral cbisctives by

a. practice sxercises

b. post—-te=st ’

c. unit evalustion (by studenit)

d. supervisor fesdhack form
2 Evaiuvation of the unit, concerning:

= unit clarity and comtinuity

b. unit relevance to workplace tasks
The specific exercizes and forms mentionsed above are
necessary for documentstion of mastery of objectives, but
infocrmal ongoing evaluation is necessary as well for the
tearner, instructor and curriculuom writer,
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WLR FOODE, INC.
EENEFITE
FRETEST

EXERCISE I
Match the words that it best.

1. benefit S
2. deduction b.
2. membership C.
4. petrrsonal d.
o retirement 2.
S. supervisor .
T . Viz i. ] 3.
EXERCISE I1

Fill in the blanks.

1. If vou wark O yesrs st WLR, how
vacation do wou gst? o

2. You get paid holidays after how m
2. Is health imsurance paid in full17

imsurance include den
. How old must you be to be a part
plan?

&. How many days off

wiorlk arse you pa

7. Is there a fe2 tz doin the Credit

. Whzat is the discount when you busy

335
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someone in charge of
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ERNOWN WORLS :
a

able

about

aftter

also

and

anoth=e

are

drug
=ach

% QO ke 3
33 G

0oL e

e I |

<L

!

&

3

TR N R e S LU

n
I ]

a

v

ﬁ o

p - noun and verb
Rowr (=)

if

important

poae
3

b
n
[
n
16
n

1]

(=

£
O e
L 3

et — T L e e
W - 0

r i

]

{g) - poun and verb

«

Ui
~t
Hi-]

ot —
SO I
“+ W

]
B
a
< 1
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may
money
more
must

ne=sd - wvearhb

next
rioct

number -

of

off

ol d

on

ane

or

other
out

part (s}
pay(s)
phone -
plan — o
pricei{s)
oob ] em
put{sl
guestion
tread

noLn

- noun

aid — wverb

s "phore numbear"
1

- noun

=)
=

v T

.
I—-

- naun

~owW — otin

—

He
= M
(U]
~ M

m

r+
-
=
m
|

]
gl U T
im

=
e - &~

-

3 e 1D

whern
will
ok

1ft
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i
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i
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maun

— e
Pt B

worked, working
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FROFER NOURMNS:

Broadway

Caresr Enhancement Frogram
Christmas

Credit Union

Dayton

Erglish

Fourth of July

lﬂEEl

bz
st Lamb Day Care Center

al
Fersonnel Department, Fersonnel Office
Flﬂlns de Care
il

oyee Assistance Froaram

T”anksgi.lng

Virginia
Wampler-Longacre Chicken
Wz npler—llongecre Turkey

COMPOUND WORDSE for instruction
fulltime
andparent

m
-«
T
]
hol
—

LS I e T
B LR TR e L
et
]
T
n
I

in
[~

n

I
+ rt 1

{

ot

31}

i

=

(REAF)

with tims

FeMILIAL TEAME for imstruction:

Brother

child

granaopsrent

parent

ozrent-in-lsw

sigter

Spouse

Othee idesz

— adveris a
befor=, = stk

- verbs: ts= bhelp,
1 1= take,

- forme of worked ,

- the words

-

includs,

worlk ina,



EW WORDE for inmstruction:
absent, aksesnce
1
n

club
ontidential
=ath
edu
t

w N
—
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. x|
o

it

Ll 1 (]
i 2
i1}
[ng
-t
bt
+

H

[ w I w I SR w I

izcount
emotional
empl oyes
=1=]
financial
funeral
Fealth

~— T

pavment (=

personal
placemsnt
preecription
priority
oroduct ¢
prrotit €haring
program
prorated
aublic

purchzses

s

in

retirement

ifi 1 i
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WLFR FOODS, IN
EEMNEF

FIT
VOCABULARY LDEF I

1

I

) = Hl‘—t.-'l‘llt?. = =
The man was absent from work for 2 days. His
b

-

bsence was 2 days iong.

]

. Alcohel: a drink

such s wine, beesr and whiskey
We cannoct drink

alcohol st work.

2. Annual: vearly

A birthday is an annual svent.
4. fssistance: =z help

I want to be of assistance to vou.
=

5. Bensfiti(s): & good thing
Time off work i=

4. Club: =& group of people with scomsthing in commo
The boys who play cards have a glub.

~J

. Lonfidential: &as & sscret
Your problems are confidentisl with & friend.

7. x paycheck
ot the crsdit
100 Dental @ for testh
Ehe had dents] work done today.

11, Dicability

12, Biscount: an f
When the food was on sale, 1t had & kig

a wiork s

an grploves of WLC.

1&, Finamcial shout monev

The banker wes & finsncial expert,

r

Whiom.




tal: an event to remsmber a dead person
She died on Monday and her funers]l was on Friday.,

19, Haoliday(s): =& fun day
Chtristmas is a big holiday.

20, Insurance: a promise to gay for a loss
She had to pay her bill as she had no insurance.

21, Leave(s): a time coff work
She had a leave when she had a babvy.

fou ne=d the right lsgal papsrs when you buy a hous

m

ing =21se borrowed

w}
[ S
[y
o
i}
7

gad to a2 divorce.

rJ
i

]
~d

. Bayroll: +from a paycheck
His payroll taxes were mors than he thought.

29, Flacement: & position
Her child had first plecement in the day cars center.
2. Frescription: a written ordese- for
The doctor gave her a prescription .
31.
iz

COmE Sy

-t
WO .

iy

Frogram:

WLR ras =z grooram for workers to go bsck to school .,

ERIC 341
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40

41

I

4

n

£
|33}

g
.,U

divided a3 certain way

terest on the loan was prorated for the

Fublic:
The publi 11

Eatary: the pay for work dons

The doctor’s salary was more than mine.

bl
H
2
.
T3
—_

ater

i

Savings: money put away
My eavinas ars in a bank.

2 glots +or new childeen

vnosr much shress

Vacation: a3 et from work
1

ion to MNew Yordk.

oien chioic
His decision to 90 in the army was

buving in larce smounts
woht ] to

at the

their

ITi
i
11}

wWork

chiid.



. WLR FOODS, IHC.
EENEFITS
VOCARULARY EXERCISZES

EXERCISE 1
Fut the best word in each sentence.

zbsent
death
dental
health
personal
vision

1. The man did not talk about his wife or kids or

things.

2. The of my mom was sudden.

2. EShes had work done when her teeth

TRl

4. His was kad =0 he wore glasses.
. Z. Shes was forr T davs when she was

=ick .

S. My was bcetter after my cold was

EXERCISE II

iztch the words that fit best.

i. benetit 2. a fun day

Z. club b. & time of not working
aftter years of work

2. fee €. & good thing

4, . hol iday d. money or socmething else
bortrowsd

b lasn 2. sn amount of money to

_ P&y
5. — retirement f. & group of pecple with

. zomething in Ccommon

O

ERIC 343  BESTCOPY AVAILACLE
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‘ EXERCISE III

Match thes words that fit best.

1. discount &. a rest from work

2. funeral b. somzone in charges of
someone =1se

3. inswancs c. money put sway for
later

4. zavings d. an evernt to remembsr a
dead p=rson

S sup=sErvisor 2. a promise to pay for a
loss

TN vacation f. amount coff of a price

EXERCIEE IV

Match the words that fit best.

1. deduction a. mon=sy taken out of a
paychech

2. b. & belonging to a group

4
e membereh iz . a result of work
‘ 4. payment d., money for retirement

5. ceoduct =, monsy given for
zomething
5. protit sharing F. a8 time off work
EXERCICE ¥
Unscramble the words.
absent
oeduction
funeral
lzave
personsl
Tawings
e e eutonicdd
e e et aelhnoprs
e ur-nl fea

‘ e e e eznbta

ERIC '344 j
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EXERCISE VI
Unecramble the words.

bensfit
dental
heslth
holidsay
pavment
product

EXERCISE VII

The followina words 2

worrds imside them. Finrmd
fuiittiqe

work day

the words in

aicdhly

rdcpout

ltdnze

0

mrnpytea

imetthn
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EXERCISE
Fill

[~
b}

Y

wioll

7

. I want

B

-1 Y

in the blarks

II

with compound

wotrd

s from

(U]

work 40 hours a wesk, you

3 =l

to orid

DI}

go to F1

wWot i

fter working

lives in

~J

(X}

.« The

work ers.

EYERCISE IX

Fitl in the

Do you

= The bookk

m
m
o
1]
]
L
K]

i

]

s
o
(]

1
]

anada.

pricss to i

Elarks.

fiave a parent?

nDave

i(
]
1 w3
T
e
|
L
n
i}
i
1]
3
rt
-

kihat is=

2. Do vyou have a spouse? _
rmnams?

4. Do vyvou havse & child? —
nams’

. Do you have a parent—in-1zw?

Vo o

What 1

parent—in-law’'s nams?

5. Do you have a sister? __ dRat
rame’

7. Do you have a brothse? _ What i3
brother ‘s name?

ts

=
H

3]
i}

ild‘=




nt

2

n

c

2.

2. childs
3. grandgparsnt:

A

SOOUSS §

(TN
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WLR VOCABULARY I

1 a
3

+ 5 & T

; ; i
AAR
10 >
i1
. 18 B
' i3 e,
: . b o
ra® :" y
.
: 3
]
ACROSS CLUES DOWN CLUES
. A HELP 2. A DRINK SUCH AS WINE OR BEER

DIVIDED A CERTAIN WAY 4. OF ONE’S OWN CHOICE
A WORKER 6. A POSITION
BUYING IN LARGE QUANTITIES 7. ABOUT FEELINGS
ABOUT THE LAW 9. SHARES IN A COMPANY
STRAIN 12. ABOUT MONEY

A WRITTEN ORDER FOR MEDICINE

‘348
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WLR VOCABULARY 11

i

10

i1

o ;\.:_‘;_
) o o
=
e SRR e
= 0" o 0 o

ACROSS CLUES

3. A TIME OF YEAR
4. IN A YEAR
5. A PLAN

6. A LACK OF AN ABILITY
8. THE PAY FOR WORK DONE
9. COMING BEFORE ANOTHER

10. ABOUT MARRIAGE

DOWN CLUES
1.

AS A SECRET

2. FOR ALL PEOPLE
3. OPENINGS

5.
7
1

FROM A PAYCHECK

. TO BUY
. A TIME AWAY




WORD LIST: WLR VOCABULARY I

ALCOHOL LEGAL STRESS
ASSISTANCE PLACEMENT STOCK
EMPLOYEE PRORATED VOLUNTARY
EMOTIONAL PRESCRIPTION WHOLESALE
FINANCIAL

WORD LIST: WLR VOCABULARY II ’

ABSENCE PAYROLL PURCHASE
ANNUAL PROGRAM SALARY
CONFIDENTIAL PRIORITY SEASON
DISABILITY PUBLIC SLOTS
MARITAL .
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CHICHEN

a PAYCHECK Ffor yowes worlk at WLC.
so get many BENEFITS for vour work at WLC.
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2. Hxid Holidayvs

Tow zet paid holidays after S0 days oF work.

Faid Holidavs 2t WL =zre:
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[

4,

Insursnce

You may as=t 3 kinds of insurance at WLC:

- Hezalth Insurance
- Life Insurance
- Short-term Disshility Imsurance

Retirement is another benefit vou have at WLC.

1

P

&. Health I
- You pay a =m
- You may st
— He2alth insurs
zl=zo.

i
1

— I_[l

i
i

l_[l

Health insurance inciudes a ~ESCE
- You must be a fulltime emp]o,ee to

insurance.

- You must worlk
E., Life Insurances

— WLD buyzs life insurance for vou:
annusl pay.

- You may Duy more Tife insurance al

Cc. Short-term Disabiiity SnCeE
- WLC pays +or short—term disabilit
- The insurances pavs F1257weesk for

d. Fstirement

= You may hbe a

FROFIT SHARING plan at LT T

RETIREMENT.
The pilan has
Salary Savin

put in ¥.20 for

wiol put

of each year.
- You must be
- You must be

- Vo must work 1 vesar to be a part

=t WLC:

- Funeral Tims Of
- Fetreonal Time QFF

co
£
oo

szt of the SALARY SAUIHP

money  1m.

1

]

up to 25 wesk

cost to get health insurance.
FﬁﬂILY PLAN for & small cost.
2 is [DENTAL and VISION insurancs

iption card.
get kealth

h insurance.

1 174 X vour

insurance

-
“

1
A
=N

T
[55]
O
i I
Yy
]

3

WLT will

My Up ©To 2% of vour

ok gomet rme,
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a. Funsral Time OF+

- Youl may take time off work For
is & death in your family:
sSpouse

child

urnetr-al when there

ot
m
-+

m W

parent or parent—in-—-1aw

brother or sister

arandparent

- You will be paid for 3 days off work. The days must
be:

W oW

in a tow
one day must be the fdneral dav
the days paid must be workdays
-~ You must be a fulltime smployes to get funeral time

t work F0O day
t call your 'E\Igper'\xii

-t funsral time off
= R y n’
about a desth in your family

ot when you find

(]

. Credit Union

ioin the Credit Union st WLD.

four +amily day doin the Credit Urnion st WLO.

g.lb'vec::;uu Ciub

15 & #1 LIFETIME MEMEERSHIP FEE.
e R St e st bl Rt L TR R R PR R R R L T BRI

&. Froducts for Sals

m
+

You may buy products at the BLT sublic ztore
ony Yirginia., Yoo may also ouy st the WL

Dany C employes
st

'v
ore in Broadway, Yirginia,

fouw will oegeht a 10% dizcount for products you boy a2t
t

Y
i !
Layton and wholezale prices for products at Broadway .

FEEEEX LR L L LT IR F VAL AT FE TR LA T C XA FFEF AR T F LR EFF XL L EEREE
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7. Careser Enhancement Frogram

You may tak

ter and do math

You must talk to the Personnel Department if youw want
1

to tske ¢

Talk to the FPersonns] Department if you need hsip
finding child cars.

[ad

- n—— e o= —— p R s . ~ — - —— - o= s =
Call 433-REAP (423-7227) for help, 2% hours & day, 7
days a week.

.
)
.

You wvee payroll deductions to Loy st .
i y

L oto the Fersonoel Department i+ you want to buy

CEEXEF LI L LS F L XL L L LA AR T F SRR LR B LR A FF A FFEIFEF L XL EFCCF S

(Fb)
N
oY




. IMPORTANT :

FERSONNEL OFFICE FHOME HWUMEER - (WD) S756-0&57

Lse this number
when you will be absent
when you have & guestion about insurance




‘ WarFlLER-LOMGERCRE CHIC

BEMEFITS
EXERCISES

=

4
pd
e

KERCISE I - Vacstion Time
FRead about "Vacation Times." Fill in th=2 blanks.

1. How many years have you worked at WLC?

2. How many weeks of vacation do you get?

2. If you worked 2 yesrs at WLC, how many weeks of
wacation do you get?

4. I you worked 12 vears =zt WLC, how many weeks of

vacaticn do yvou get?

2. Do parttime workers get vacation time at WLC? ]
EXERCISE II - Paid Hoilidays
~ [ o~

n
[H]
),
G
H
o
]

E
Fezd zbout "Faid Hel H cuestion and chosss
f t

answer .

1. _ Tou g=t pard holidays atter (a) 20 days of word
i) &0 days of work, (o) 90 davs of work, (o) one yvear of
(] r"'{- -

2. A1l of the following are paid holidavs except:
(=) Memorial Day, {(b) Labor Day, ()} Tharksgiving LDay,

(d)} Arbor Day.

2 There are (a) T, (b} &, ) 7, {(d) B
paid holida yE t WLIZ,

ERiC« 350
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. EXERCIEE III - Inmsurance

Fead about "“Insursance." rsw s line from sach seEntence to
the kind of insurance it describes. {There may bes more than
1 tine to ssch kind of insurance.)
1. You pay a =mall cost to get this.
HEALTH
INSURANCE
2. You must be 21 vesrs old fto gs=t this.
3. This includes dental and vision LIFE
insdrancs. INSURAMCE
4. You may buy morse of this also.
RETIREMENT
5. You must work 1 oyear to get this.
=5 of Absence
of Abserce." Read sach guestiocn and
OSwWEr .,
i. You may tzke time off work for a2 funsrzl of 211
‘ ot the following except {a) a bBrother, (£) a parent—-in-law,
) = = {gd) s close friend.

i You may
OzyZ 2ff work for

o~

To get paid for days off work for a funeral,
3

&) the days must be in a2 row, (B) you muszt have worked i
yvear at WLC, (2) you must have worked 30 days at WLC,
id} the dayvs must be for a trip.

Answer the guesstions.

]

1. To gt gersonal time off, vou muzt tail to
o When iz 1 good tims to teke a persorel isave™

-1

Q 3
ERIC

Aruitoxt provided by Eic:

AN
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cred

1. Who may Join
YES O nD:
vou
. Your s
your
your ?
——_ ¥OWr n

2. What can you
YES O nos

a loan

& gift

paytrol

payrsl

payrol

EXERCIZE WI -
Rea

may

YER o
gad akout ths "C

Froducts
"Froducts fo

}. QL

it Union

redit Union." Answer the guestions.

the Credit Union?

pouse
child
riend
elighbor

get at the Credit Union™

when vou Join

1 deduction for savings

1 deduction for loans

1 deduction for Christmas Ciub

Buy WLC groducts?

FDF Sale
Sale." Answer the guestiocons.

What discount

oo you gt for WLT products at

IRE] y"t

on

AN SwEr

=nt do vou taltk to i+ you

the

want to take

taking the Carser

Erhsncement Ftrogtam?™
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XS

ExX
Read

ERI

SE VIII -

3 Chiltd T ;
about "Child Care . &

are
F1lacemen

=

1. Ye

1]

ar no: WLC

children.

2. Yes o nos

WLC provides priotrity

at 2 day care cent

III
II [

|

. MWhat department do you talk to if
hild carse?

provides child car

nzwer the gusstions.

re for its workses’
slgts for child carse

EXERCISE IX — Employes Assistance Fros
Fead about the "Employvee Assistance F
in front of sgach sentence that is tru
1. REAF may help you if vou h

4., FEAF iz reguired for every
= REAF is confidentisal

1. What deductions do you

S &am

rogram. 't Fut a chect
=]

ave z marital problem.
ave & legal problem.
ave a car problam.

who worbks at WHLC.

fnswer the

2. What department do to if

you want to buy stock

o
e
o)




WAMFLER-LONGACRE TURKEY
BENEFITS

WLT .

You get a PAYCHECK +for vour work at
s + worlk at

You =a many BENEFITS +or your WLT .

-
g
1]

1. VNacation Time
2. Faid Holidays
2. Insuranc
4. Leaves o
5. Credit U

2. Child C=s
2. Employvess
Employes

Macstion Time

s
-

el 1 vesr at
f
E = woars at
(=]
at & 2 vears at
—
ko :
~ The rsxzt Iz atter vou have woarked 14 vesrs
st WLT, you g ke of wvacation.

sfter 9 days ot work.

w
3]
-
[w R
I
)
S
n
i
i
10
r+
I.:.
—
7
i

- MNew Year’
i Fr‘-i::’ =
demorial T

]

|
[y
it

|
-

O

ERIC
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!
T

curth

=t

= Labor Day
~ Thanmksgiw
- Christywas

I+ WLT work

g W
~

il‘xg

2 o oa holidaw,

puT|

3€40

st ok
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To get a pa
- wotrk on t
- work on t

id holiday, you must:
he last working day befo
2 first workimg day aftt

If you ARE LATE Lefors

e the holiday

hol idsy.

worl will

not be
I+ you LEAVE EARLY before or after a holiday, vou
will mot be paid for the holiday.
e L R e T LR R I P L T

Inswrance

n
rt

You may get 3 kinds of insurance

- Health Irnsurancs
1 T
4

=
Surance

rm Disability 1
another bernsfit you have

a. H

~ You E

- You =

— Health in 2 1=

also.

- Health imsurance incliuvdes a prescript
- You must be & fulltime =mployvse

insura
- You

ncs

at WLT.

CENTSL and.”l TN imsurancs

. Zhoar

- LT tnSurance.

= The to 248 wesks.,
d. rFestiremsnt

~ You [ the SALARY SatINGS znd
FROFIT -HQPINS LT This phlram is for

RETIREMENT.
The plan hes
Salary Sawvi

put in F.50 for

paY .

WLLT w1l

o to A of your

Profit Sharing: LT puts money in st tho omnd
of sach yesar.,
= You must be 21 vesrs old to be a2 part of tFe2 pian.,
- You must be a3 fulltime employes to be part of the
glan.
- You must werk 1 o.ear to ke s part of the plan.
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4.

-
1]

aves of Absence

You may nesd s leave from work sometime.
There are 2 kinds of leaves at WLT:

- Funeral Time OFF
- FPersonal Time OfFfF

. Funeral Time= OFF
- You may tzke time off work for a funeral when there

Y

is a death in your family:
] SpOUSE
a child
& parent or parsnt-in-1aw
a2 brother ocr sister
a grandparant

"

- You will be paid +or 2 days off work. The days must

be a fulltime emploves to get funsral time

- You must work T9 davs to 35+ funeral time off.

- You must c=211 vour supervisor when vou find out
about 2 death in vour family,

b. Errsonal T ime OFF

- If vou need more days off eordk, you g talk to
yvour supervisor o the Fersonnel DCHartment.

- Fersconal time off is mot paid for.

=

Credit Union

You may Jjoin the Credit Unilon
Tour family may Jcin the Credi

t OWLT.

UJmion =1 WLT.

oW

a LOAN at the Cradit L
FAYRIDOLL DEDUCTIONS at

for:
savings
Toan payments
Christmszs ClubsVsoation O

There is & &1 LIFETIME MEMBERSHIP FEE.
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&. Froductzs for Eale

t

You may buy products st the WLT publi EY
WLTC employes

= sto
Daytam, Virginia., You may also buy at the
store in Broadway, Virginia.

You will get a 13% discount +or products you buy at

ODayton and wholesale prices for groducts at Broadway.
FEEFFEEFREEE LR E R B R FEEEE LR LR R LI R E LR REREF R EFEEEFRXE R RS
7. Caresr Enhancesment Frogranm

You may take classes at WLT to:

l1=zarn English better

leatrn £t0 read better and do math

get vour D.E.D.
You must talk to the Fersonnel Department if you want
to take clzs=ses.

B
e 1l

If you have = groblem, Lh Eht
Employees fscsiztancs Frogram (REAF) v oe oable to kelip

Froblems may be: health, marits f=mily, fi
alcohal, drug, lYegal, ﬂmurlﬂnu at~ other.

REAF 1z corf:idential and woluntary.

o

s

AIF-REMHFP (4EF3-TZL7Y foe o helip, D4 mours s
¢
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ERIC

10, Emplovee Stock Furchasse Flan

You may buy stock in WLR

7

You use payroll deductions to buy stock.

Talk to the Fersonnel Department i+ you want to buy
=tock .,

S R L X X R R R A R e R R R T L LR E R T s
IMPORTANT :

FERECOMNNEL OFFICE FHONE NUMEBER — (WLT) 28&7-40G40

o 1-800-221-4976

Use thiz number
when you will be abse
when you hsave a gusstion sbout insurance

(3]
[
oY
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LER-LONGACRE TURKEY

EXERCIGSE I — Vacation Time
Read =sbout "Vacation Tim=." Fill in the blanks.

1. Hgw many y=sars ha
2. How many wessks of
vacation do you get?
. If you worked 12

vacation do you get?

EXERLCISE II - Faid Ho
read about "P=aid Holi
tihhe best answer.

1. You ot pai

(b) &0 days of wmrk

2. 211 of the
1T Dy, (B2

} Memorisz
) Arbaor Dy,

T Ll
1 Ty
pate
ju
_J'
E

.
EL
,Ll

III

2]

4. _ I+ WLT wor
4

also, (b)Y msa

b To get
t last qulln;
Tiret workimg day
or =fter the ho11d
the hotiday, ‘=2

Ve

vacation do you get?

» Do parttime workers

3. I+ you worked 2 year

you worked at WLT?

= at WLT, how many weeks of

vears at WLT, how many weeks of
azt wvacation time &t WLT?Y _
1 id-‘f.‘;’E-
davs." PFesad each guestion and choose

{c

]

o=

)

following ar
{

E=3

St

days after (a) 5D dayvs of work,
F deva of work, (o) one o yese of

a2 paid halidavs

ol cl Thambsoiving

—~ Yi=os
jsfmly L= Yoy

= _ \
=, (hY &, (o) 7, idy B

aon a holiday, you (&)
work . (o)

mut
may work part o

ol omust fa) work on

by work o the
]




EXERCISE III - Imnsuranc
Fead about "Inswarmce." LDraw 3 lins f
the kind of insurance it describs {
1 1ine to sach kimd of insurance.

1}

rom 2ach sentence to
(Therse may be more thanm

[y

. You pay a small cost to get this.
HEALTH
INSURANT

]

« You must bes Zi years olid to get this.

11

. This imcludes dental and vision LIFE
insurance. IHNSURAGNCE

4. You may buy more of this alzo.

FETIREMENT

|

« You must work 1 year to get this

EXERCISE IV -

i. _ You may tske time off work for oa funsral E
of the following sxcept (3) a brother, (b)) a parent-in-—law
ful = isnd

3
() 2 grandpsarent, (d! a clos

~+

Z. You may take (a0
days off work for a funsral.

funsral ,

~

in

[

1]
[l

&3 the day = L Y ! iz worked 1
vaar at LT, (c) you L have 20 days oat WLT,

td) the dzays must be for a trip.

mnswer the guesticns.

1. To gst personsl time off, vou @ taik to

= bhen is 1 good time to tzk

i
il
I
1
i

o 366
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EXERCIZE V -~
ke aj about the

1. Who may
yEs Or no:
pgnis!

¥ our

WO

YO

oL

3
0

yes or

Credit Union

"Credit Union.'" Answsr the guestions.

join the Credit Union?

SpousSe
child
friend
neighbor

2. What can you get at the Credit Union?

a loan
& giftt when you doin
e payroll deduction for savings
pavroll dsduction for loans
payroll deduction for Christmas Club

EXERCZISE VI -

Fead sbout "FProducts = frnSeer the gquesstions.
1. here may you Loy WLD products™
N What discount do vod gelt for WLT prodonts st

m
I
(e}
—

13 m
[ 1 I
m
[
rt

[
oourn
i

i

—
,u
+

depart

Answsr the

ment do you talk to 1f youw want to tzks
- - — .__\
.l asses”
o Why sre yvou tezking the

BEST UG7 AvAlLAiiE
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EXERCISE VIII - Child Care Flacement
read about '"Child Care Flacemsnt.Y

i. Yes or no: ULT provides

children.

2. Yss or no:
at 2 day cars centers.
3

child cars?

I
3
)]
i
3
r+
o
i
.LJ

uestions.

child care for its worksrs’

. What department do you taik to if

WLT provides priority slots for child care

vou need help finding

EXERCISE IX - Emploves éAssistance FProgram

~ead about the ”Emp]oyee fssistance Program.” Fut a check
in front of each sentence that is true.

i. REAF may help you if vou have a marital problem.
2. REAF may help you if you have a legal problem.
2. _____ FEAF may help you if you have a car probhlem.

a., REAF iz reguired for everyons who works st WLT.
T. REAF 1= confidential.

EXERCISE ¥ - Emplovee F1an

mead sbout the "Empl
guestions.

e

;

]

[y
=

Hhat deducticns do you usze to buy

ok Fur hd_E‘ Flan."

Aricwer the

stock?

2. WMWhat department do vou talk to if

vou want to buy stock?
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WLR FOOLOS, INC.
ELNFFITS
FOST-TEST

i. The man did not talk about his wife or
children aor things that were (a) club, ()
() product, (d) dental.

2. Her sves hurt when she had a groblem with
her (a) benefit, (b)Y dentsl, (o holiday, (d) vision.

3. _ She was happy to buy the dress with a2 big
() discount, {(b) insurance, (c} product, (d) retirement.

(by fulltime, {(c) pay

vacation, wyou must work st
vesrs, (49) 8§ years.

& 811 of the following are paid holidays at
WILR except: {a) Ezaster, (b)) New Year's Day,

{C)} Thanksaiving, (d) Labkor Dav.

7. You get health insurancs -mta]
olan, (b)) at mo cost to you, () aftse 30 , ()

55 & part-time emploves.

2. T plan is for (2) =211
workers, ‘b)) fullt workers arter 30 davs of

worl . (d) workers work .

2. To get 2
(2} wvouu must have worked
tor & spouse, (C) wou

[na
i1
h

funeral, (d) yvou must tsl
10, REAF 1S (&

for retirement, (o) +or

365




WLR FOCDS, INC.
BENMEFITS UNIT EVALUATION

{(Ta ke done orally)

Fill in the blankK with a number from 1 to S

5 - definitely

4 - most of the time
3 ~- some of the time
2 - zeldom

I - never

I Tearmed something new abhout the benefits of working
at WLR by fimishing this unit.

I Tearned zome new words by finishimg this unit.
I enjoyved doing amd puzzlies in this
unit.
I would encourage others to do this unit.
’ L This umit will help me in the futures to know sbout my
censfi1ts.

I+ I could chamge scmething abhout

fis dnit will helo =me in the futurs

eam

. ‘

370
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WOREFPLACE CURRICLH_UM

BEMEFITS PACEAGE

SUFERVIEOR

HLR employes,

1
3
+

1]

mw
J wm
a o
mo
v

i -

a unit of workplace curricueloum from

oS am.

_ The smployes’s
improved in recent wesk

workplace curriculum.

improved in recent weeshks
workplace curricul

The emploves K

instruction from workpo

The
Caresr Enha

Curriculam.

i knowledoe of
ons, could

2 helpful
instruction in.

il
s
W
1
il
3

]

instruction

i(]
+
+
“+\ [1{]
o
i

ot probl ems

elve futurs
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RIC

FRETEST

o s L3 k3= M

-d

o -d

-

D
1t ;)
I

A (RN

I

U O s D B3 e m

W I R N )

D OO I S R

><
m
A
1

o
H

—

o

A
oL O

M O CL o~k en

YERCISE I

=
w
m
—

—

2 weeks
GO days

ER

n

M

m

orTat
1oan
lim

e

<
[N (N 1

i

Yt

L]

-+ ) o
i
L

I

7o w

oo moo

w

IR

iG
w7
rt il
=y

Z
=
I
A
-<

M

-

ST M
(1

[ R
ot
I e
« [l
3

-

L |
o
m
—

u |

30
[aulie |

511
P |_I|

i
-
1

isE Il
(x good thi
(a group =f
{am amount

ta fum day!
fmoney e

fa time of

ISE I1I1
(amount off

(an

svent to

WLR
SENEFITS

no)
oEople
of noneEy

zomething

mot workd

o
e membs

3

e

F

UMIT ANSWER

———

oonz,

Ccraice)

{a promicees

‘money put

Lo pay

I

It

JT
LS

CINERY

for

(=0

(a

meone 1N
rest from

|:|'{:

Charee

(1w (]

A dead per
- *
R -
later)
gty =] =

FEY

in common)

=lze borrcwed)
ng aftlter vear

work )
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YERCIZE IV
{monsy out

{a time off work)

{a melonging Lo & aroupd

(money given for something)

{a result of work)

(money for retirement)

taken of a

O+ W

o

[ I Y I OV I

o n

EXERCISE WV
1. deduction
2. personal
2. Ffunsral
4. savings
S. ab=ent
5. lesave

X

1

-

3

a
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WORKPLACE CURRICULUM using WLR‘S DRUG AND ALCOHOL POLICY

PAT MARTIN
CURRICULUM WRITER

CAREER ENHANCEMENT PROGRAM
JAMES MADISON UNIVERSITY




T0 THE TEACHER

This unit of WLR’S WORKPLACE CURRICULUM is based on
WLR’S actual drug and alcohol policy. It has been rewritten
to a low readabllity level In order to offer beginning and
low level readers extra readlng practise.using a toplc that
should be of interest to them. Instruction In vocabulary lIs
also provided using words taken from the actual drug and
alcohol policy.

OBJECTIVES
The learner wlll be able:
1. to read with comprehension WLR’S Drug and Alcohol

Pollcy at the 3-4 grade level.

2. to demonstrate knowledge of WLR’S expectations of
employees In regard to the Drug and Alcohol Policy.

3. to recognize and use vocabulary presented in the
explanation of WLR’S Drug and Alcohol Pollcy.

MATERIALS

1. Pretest
2. Vocabulary
- list of all words used In drug and alcohol policy
- definltlions of words used in vocabulary
Instructlion/exerclises
- vocabulary exerclses

- word flnd puzzle
crossword puzzle
3. Drug and Alcohol Pollicy, rewritten to a third-fourth
grade level
4., Reading comprehensxon exercises
5. Answer Key
7 Unlit Evaluation (for use by the stiudent)

The crossword puzzle used for vocahulary lnstructlion/
practlice are avallable for use on Apple Il GS disks.

o
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WLR FOODS, INC
DRUG AND ALCOHOL POLICY
PRETEST

Part one:

-

Match the word wlth its meanling.

1. workplace a. well, not slck

2. ‘healthy b. plan for actlon

3. I1legal c. the place where one works
4 policy | d. pald to work

5. hired e. ggainst the law .
Part two:

Write a short answer.’

1. What will happen if a worker has, uses, buys or sells
drugs at work?

2. What test will a worker take before he/she can work at
WLR?

w

Who can be tested for drugs at any time?

4. Where can workers get help iIf they have a drug or
alcohol problem?
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WLR FOODS, INC.
DRUGS AND ALCOHOL

VOCABULARY
KNOWN WORDS
a free sell
about from - selling
and have tested
any ~having the
are health think
ask help time
at if to
be its use
before keep using
buy make want(s)
buying may . way
can not we
cares of will
caught or work
company our workers
drug(s) problem you
for punished

reason

‘ safe

NEW WORDS FOR INSTRUCTION

alcohol i.1legal
controlled misusing
fired s bpollcy
healthy safety
hired workplace

OTHER IDEAS FOR INSTRUCTION

Verbs: ask, buy, can, care, catch, flre, have, hire, help,
learn, make, sell, test, think, use, want.

Use In writing sentences. Learn present, past and past
particliple forms. Change a verb that ends with e to the
“ing" form. have-having;, make-maklng, use-using.

Prepositions: about, at, before, for, from, of.

Related word forms:
health, healthy
safe, safety

‘ work, worker, workplace
use, using, misusing.
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WLR FOODS, INC
DRUG AND ALCOHOL POLICY
VOCABULARY DEFINITIONS

alcohol: a drink such as beer, wine or whiskey.
You can ¢get drunk from drinking alcohol.

controlled drugs: drugs that a doctor tells you
to take and writes a prescription for.

The doctor gave her a prescriptlion for sleeping pills.
Sleeping pllls are controlled drugs,

fired: no longer palid to work, Job ended.
He was flred because he was sellling drugs at work.

healthy: well, not sick.

She didn’t miss any days of work for two years because
she was so healthy.

hired: pald to work.
She was hired to package turkey wings at WLR Foods.

Illegal: against the law.
Cocalne is an jllegal drug.

misusling: using something in the wrong way.

Drinking beer in the WLR parking lot s misusing
alcohol.

policy: plan for action.

It Is the policy of WLR Foods to glve drug tests to
all workers.

safety: freedom from danger.
WLR Foods cares about the gafety of its worke's.

workplace: the place one works.
Drugs and alcohol are not allowed at your workplace.




. WLR FOODS, INC
DRUG AND ALCOHOL POLICY
VOCABULARY EXERCISES

EXERCISE ONE
Put the best word In the blank.
healthy alcohol fl1legal

hired fired

1. My son Is . He has not been sick for
three vyears.

2. Driving 45 mph through.tﬁe clty of Harrlsonburg is

.

3. John was to drive a forklift at WLR.
4. Joe drank at the party so he asked his
friend to drive home.
5. She was because she used lllegal drugs
‘ at work.

EXERCISE TWO

Match the words and meanlngs

1. pollcy a. where you work
2. safety b. plan for action
3. workplace ¢. drugs that are prescribed

by a doctor.

4. controlled drugs d. freedom from danger.

Qud
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‘ WLR FOODS, INC
DRUG AND ALCOHOL POLICY
VOCABULARY EXERCISES

EXERCISE III: WORD FIND
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Find these words In the word flind puzzle:
You ean find words by lcokIng across, down and dlagonally.

HEALTHY WORKPLACE ALCOHOL
FIRED ILLEGAL , CONTROLLED
HIRED POLICY SAFETY
WORKER MISUSING
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WLLR DRUG FOLICY
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ACROSS CLUES DOWN CLUES
2. using something in a wrong way. 1. plan for action.
5. paid to work. ¢ 3. against the law.
6. beer, wine, whiskey. 4. where you work.
8. job ended. S. not sick.
?. freedom from danger. 7. Sleeping pills are drugs.
WORD LIST: WI.R DRUG POLICY
. ALCOHOL HIRED FOLICY
CONTROLLED ILLEGAL SAFETY
FIRED MISUSING WORKPLACE
HEALTHY
354




WLR FOODS
DRUG AND ALCOHOL POLICY

WLR cares about the health and safety of Its employezs.

We want
alcohol.

our workplace to be free from illegal drugs and
We have a drug and alcohol policy to make our work

place safe and to keep our workers healthy.

The WLR

1.

2.

drug and alcohol pollicy ays:

You may not use or have cuntrolled or illegal drugs
or alcohol at work.

You may not buy or sell controlled or [l1legal drugs
or alcohol at work.

You will be tested for drugs before you-are hired.

You may be tested for drug use at any time 1f the

company has a reason to think you may be using
drugs.

You can be flred for:

-having or using lllegal or controlled drugs or
alcohotl at work.

-buyling or selllng Illegal or controlled drugs or
alcchol at work.

WLR wants to help you If you have a drug or alcohol
problem. You will not be punished In any way If

you ask for help before you are caught
misusing drugs or alcochol.




WLR FOODS, INC.
DRUG AND ALCOHOL POLICY
COMPREHENSION EXERCISES

EXERCISE ONE:

Below are some storles about people who work at WLR.
Read the storles. -
Choose what would happen to them.
Tell why it would happen.

1. Joe went to a party on Friday night. He and socme of his
friends smoked marijuana at the party. When Joe goes to
work on Monday,
a. he will be fired b. he will be tested for drugs

c¢. nothing wlll happen.

Why?

2. Sally has a problem. She drinks too much alcohol. She

wants help with her problem so she tells her supervisor
about it. She will

‘ a. be flred. b. have to take a drug test.
- ¢. get help from WLR

Why?

3. Sam usually comes to work ready to work hard. Yesterday
he had two accidents in the morning. He Just didn’t act
llke he was awake. He sald he had had plenty of sleep the
night before. His supervisor will probably
a. send him home. b. have him take a drug test.

c. fire him.

Why?

4. Sandy went to work %lth some marijuana in her purse.
During break she gave some to her friend Mary. They sat
outslide and smoked it. If thelr supervisor sees them, they
a. will be fired. b. will be sent home for the day.

c. will be gilven a drug test.

Why?

b
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WLR FOODS, INC.
LCRUG AND ALCOHOL POLICY
COMPREHENSION EXERCISES

EXERCISE TWO:

Put the following words in the blanks.

alcohol having health i11egal work
workers workplace

WLR cares about the (1)___ and safety of its
employees. We want our (2) _ to be free from
(3> drugs and alcohol. We have é drug and
4> policy to make our workplace safe and to keep
our (5> - healthy.

You can be fired for (6) or using

{1legal or controlled drugs at (7)

Put the following words In the blanks.

before drug fired misusing punished
reason selling tested time wants
You can be (8>_____ for buylng or (9)

fllegal or controlled drugs at work.

You may be (10) for drug use at any

(11> 1f the company has a (12) to think

you may be using drugs. *

WLR (13 to help you If you have a (14)
or alcohol problem. You will not be (15) in any
way if you ask for help (16) you are caught
(17 drugs or alcohol.
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WLR FOODS, INC.
DRUG AND ALCOHOL POLICY

ANSWER KEY -
PRETEST:
Part one:
1. ¢ 4. b
2. a 5. d
3. e
Part two:

1. He/she wil] be fired.

2. A drug test.

3. Anyone, |f the company has a good reason to think he/she
Is using drugs.

4. Workers can ask WLR for help.

VOCAPIJLARY EXERCISES

. Exerclise one:

1. healthy 4. alcochol
2. lllegal 5. flred
3. hired

Exerclse two:

i. b 3. a

2. d 4. ¢

COMPREHENSION EXERCISES

Exerclse one:

1. c. Joe dld not use drugs at the workplace.

2. ¢ She asked for help before she was caught.

3. b Sam ls acting differently than usual. The company has
a reason to think that he may be using drugs.

4. a Sandy had an illegal drug at work and gave some to
Mary. Mary wlllcalso be fired.

Exercise two:

1. health 9. selllng

2. workplace 10. tested

3. 1lillegal 11. time

4. alcohol 12. reason
. 5. workers 13. wants

6. having 14. drug

7 work 15. pun!shed

8 fired 16. before

17. misusing

oC D
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DRUG AND ALCOHOL POLICY

WLR FOODS,
VOCABULARY EXERCISES

ANSWER KEY

WORD FIND
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WLR
‘ DRUG AND ALCOHOL UNIT EVALUATION

(Can be done oralily)>

Fl111 In the blank wlth a number from I to 5:

S - definitely

4 - most of the time

3 - some of the time

2 - seldom -
1 - never

—— I learned something new about the drug and alcohol
pollcy at WLR by finishing this unit.

I learned some new words by finlshing this unit.

I enjoyed dolng the.exercises and puzzles In this
unit,

I would encourage others to do this unit.

This unit will help me in the future to know about
the drug and alcohol policy.

‘ Complete each of the followling sentences:

If I could change something about this unit, I would

This unit will help me in the future when
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WORKPLACE CURRICULUM
TEACHER FEEDBACK FORM

CEP curriculum used:

~

Company Name -

-

Currliculum Concentration (reading, math, benefits,
company policies, etc.) -

From your perspective after usling this workplace curriculum,
please fill in each blank with a number from 1 to 5:
S-definitely, 4-most of the time, 3-some of the time,
2-seldom, l-never.

The workplace curriculum reflected a connection to
the student’s work setting and/or speclific job.

The workplace curriculum correlated with the other
competency-based curriculum materials.

The workplace curriculum was consistent in its
readability and/or skill level presentation.

The workplace curriculum was of interest to the
student(s). :

Please comment on the readability/skill level of the
curriculum:

Please comment on tie content of the curriculum:

Please add any suggestions for future workplace curriculum
materials which would be helpful to you. Include
readability/skill level and content as well as speclflc
ideas for how you would use the material.




WLR FOODS, INC.
WORKPLACE CURRICULUM using WLR’S SAFETY INFORMATION

LINDA GNAGEY
CURRICULUM WRITER

CAREER ENHANCEMENT PROGRAM
JAMES MADISON UNIVERSITY




SAFETY ON THE JOB
TO: Career Enhancement Program Student

These pages are a unit about safety at work. The unit

Includes many general safety ldeas and concerns as well as
rules for safety at this plant.

¥¥1. To begln this unit, do the CHECK YQURSELF exercises.
Then, look Iin the back at the ANSWER KEY to see how well you
did. (These exerclses will give you an ldea of what the
unit ls about.> Maybe you already know a lot about safety.
But, you may learn some new ldeas.

*#2. Read SOME WORDS TO KNOW and SOME TERMS TO KNOW. These
words wlll help you In the reading on the followlng pages.

¥#3. Read the two pages about SAFETY ON THE JOB.  The first
page is about what your employer does to have a safe

workplace. The second page is about what you should do to
have a safe workplace.

¥%4. Then, do SOMETHING TQ READ AND DO. There are 3
exercises. Do them and then check your answers with the
answer key.

¥#5, Complete the evaluatlon questions on the last page.
Turn all materials In to your teacher.

eV
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WLR FOODS, INC.
SAFETY ON THE JOB

CHECK YQURSELF

Match each word with the best meaning.

1. ____ FLAMMABLE a. polsonous

2. _____  HAZARDOUS b. easily set on fire

3. ____ PROTECTIVE c. having a change of alr
4. ___ TOXIC d. keeplng from harm

S. _____ VENTILATED - e. dangerous

Exerclise II

Write a short answer to each question.

1. Name an example of personal protective clothing.

2. Name one way an employee of WLR learns about safety.

3. Who needs to know about any Injurlies which have happened
on the job?

4. Glive one hint about how to 1ift correctly.

5. Who can unsafe conditions at WLR be reported to?

L e o vsm—,




WLR FOODS, INC.
SAFETY ON THE JOB

SOME WORDS TO KNOW

1. FLAMMABLE: easlily set on flre
Newspapers are flammable when stored near a furnace.

2. FUMES: harmful or strong gases or smoke
The fumes from the wood stove hurt my eyes.

3. HAZARDQUS: dangerous
Loud music may be hazardous to a person’s hearlng.

4. HAZARDS: wunsafe condltlons or practlices; dangers
A pllot knows the hazards of flylng in a storm.

5. TOXIC: polsonous
Smoke from factorles is toxjc to mans blrds.

6. VENTILATION: good alr flow; a change of alr
Schools need good ventilatjon after summer vacatlion.
SOME TERMS TO KNOW

1. OSHA (Qccupatlonal Safety and Health Administratlion):
a government agency whlch sets and enforces safety and
health standards at work places. The Occupatlional
Safety and Health Act of 1970 set up thls ajyency. The
law says that workers should have a safe and healthful
workplace. WLR follows thls law..

2. REPETITIVE MOTION INJURIES: damages resultling from the

same actlon being done repeatedly In a person’s job.
(ERGONOMIC applications are avallable at WLR for
persons who are Injured. ERGONOMICS means the study of
work - fltting the Jjob task to the employee, thereby
reducing stress,)

3. SOCIAL SECURITY: a department of the U.S. government.
Money Is collected from employees and employers. The
money s pald out when a person retlires or sometimes
when a person ls disabled.

4, WORKERS” COMPENSATION: weekly cash beneflits and
medlical expenses pald to a worker who was lnjured at
work or who has an occupatlional l1lness.

(An QCCUPATIONAL ILLNESS Is an lllness caused by some

working conditlons.)




WLR FOODS, INC.
SAFETY ON THE JOB

Accldents can happen anywhere: at home and at work.
Safety Is Important. Most of us try to be careful at home
and on the Job so that we do not have accldents. We try to
set up the places where we live and work to be safe. We try
to do things safely.

Making sure that WLR Is a safe place to work is the job
of both the EMPLOYER and the EMPLOYEES at WLR. When there
are no accldents or Injuries at WLR, the employees may enjoy
good health and the employers enjoy lower costs from losses.

F 3 H KK HE I I IEH I I I I I I I KNI I I I IEH I I TN I I I, I KK KR KNI N NN NN NN

WLR’S EMPLOYER plans a safe workplace to help prevent
accldents from happening. . WLR tries to provide:

1. PROPER LIGHTING
Workers must be able to see clearly in order to
use machinery and tools.

Unpleasant gases or smoke (fumes) may be toxic.
If there Is a good air flow (good ventlilation),
factory alr Is kept fresh and clean. Fresh air
keeps workers more alert.

3. SAFE NOISE LEVEL
WLR seeks to provide ways to reduce the nolse
produced by machines. Earplugs for workers are
provided and are to be worn In required areas.

4.  ADEQUATE WORK SPACE
5.  RIGHT TOOLS FOR EACH JOB

6. NERY _AND
TION

7. OYEES TO W
NERY

8.  PERSONAL PROTECTIVE CLOTHING AND EQUIPMENT

(earplugs, gloves, eye protection)

9. PROTECTION FROM HAZARDQUS MATERIALS
WLR will provide training in how to read and use
- Warning Labels

- Material Safety Data Sheets
- Personal Protect!ve Equipment

10. DURE SPONDING TO REPETITIVE MOTION
INJURIES
397
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WLR‘’S EMPLOYEES work as well to prevent acclidents from

happening.

%* % 3

1.

10.

* 3 % ¥*

TO AVOID ACCIDENTS an employee should:
DRESS RIGHT

An employee should pay attention to sleeve length,
halr and Jzwelry. An employee may be required to
wear a Jacket, halrnet, etc.

PROTECT SELF WITH SPECIAL SAFETY EQUIPMENT
An employee may need to use ear plugs, gloves or
safety glasses.

kAY FULL ATTENTION TQO WORK
READ DIRECTIONS., LABELS., WARNINGS AND SIGNS

Each employee learns about safety rules from their
supervisor on a job or from reading WLR’s safety
materlals. Workers are reminded of safety rules
by printed warnings and signs.

USE THE RIGHT TOOLS FQR EACH JOB

W
Each employee should use safety guards on
machines. Tools and machlines should only be used
for the jobs they were meant to do.

KEEP WORK AREAS CLEAN
LIFT CORRECTLY:
a. bend knees
b. hug the load
c. let muscles In legs do actual 1ifting
d. never twist when lifting
KNOW ABOUT FIRE SAFETY:
a. know where fire extinguishers are
b. know where all exits are
c. In case of fire, leave the bullding
d. know where to find emergency phone numbers
e. know wher'e and how to store flammable |tems
REPORT UNSAFE CONDITIONS OR PRACTICES (HAZARDS)
TQ SUPERVISOR
IN CASE OF AN ACCIDENT, an employee should:

IES Y
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WLR FOODS, INC.
SAFETY ON THE JOB

SOMETHING TO READ ANL DO
Exercige [
Here is a list of ways to prevent accidents at WLR.

- Put a W In front of each ltem that a worker, or
employee, should do to prevent an accident.

- Put an R in front of each item that WLR, the
employer, should do.

1. Make sure there is adequate work space for
each worker

. Make sure there s good ventilation at WLR
. Read all labels on the job

. Wear earplugs when required on the job

2
3
4
- 5. LIift by bending one’s knees
6. Reduce the noise which machines make
7. Keep work areas clean
8

. Provide training Iin use of Material Safety
Data Sheets

9. Leave the building when there is a fire

10. Use safety guards on the machines




Fill In the blanks of the sentences below with one of
the following words.

ATTENTION HAZARDS
EARPLUGS PROTECTIVE
EMPLOYEES TRAINING
EMPLOYERS VENTILATION
EXTINGUISHERS WARNINGS

Accldents can happen at WLR, but WLR

have planned for a safe workplace to

prevent accldents. WLR trles to provide good

so that workers have fresh alr to stay

healthy and alert. One way WLR reduces the noise whlich

affects workers is to provide . Other

equlipment may include gloves or safety

glasses. All workers receive to work

with and care for tools and machinery.
Even though a safe workplace has been set up by WLR,

all play a part in avolding accldents.

Workers need to read all directions,

and signs. Knowlng about fire safety Is important,

especlally knowing where fire are

located. An cmplovee needs to pay full

to the job and report any unsafe to the

supervl!sor. !




Complete each sentence. There are no rlght or wrong
answers.

1. One reason to care about safety at WLR is

2. The most Important thing WLR can do to prov!ide a safe

place to work is

3. The most important thing I can do to prevent an

accldent at WLR is

4, One time when safety on the job was not used was when

5. One new suggestion I have for safety at WLR is




WLR FOODS, INC.
SAFETY ON THE JOB

ANSWER KEY
CHECK YQURSELF
Exercise [
1. b. easlily set on flre
2. e. dangerous
3. d. keeping from harm
4. a. polsonous
S. c¢. having a change of ailr
Exercise II

(one or more of the following for each questlion)
earplugs, gloves, eye protection

from their supervisor, from reading WLR’s
safety materials, from warnlngs and signs

the supervisor

bend knees, hug the load, let legs do liftlng
the supervisor

Adw Ne=
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.

EMPLOYERS
VENTILATION
EARPLUGS
PROTECTIVE
TRAINING

EMPLOYEES ¢
WARNINGS
EXTINGUISHERS
ATTENTION
HAZARDS

Exercise III

(answers will vary)
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. WLR FOODS, INC.
SAFETY ON THE JOB

UNIT EVALUATION

Fill in the blank with a number from i1 to 5:

S - definitely

4 - most of the time
3 - some of the time
2 - seldom

1 - never

I learned something new about safety at WLR by
doing this unit.

I learned some new words and terms by dolng this

unit.
y I enjoved doling the exercises In this unit.
I would encourage others to do this unit.
. Complete each of the following sentences:

I1f I could change something about this unit, I would

This unit will help me In the future when

4¢3




Readablllties for: SAFETY UNIT

Readablllfy : Sample Number :

Formula H 1 2 3 4 5 6 ¢ Average
SPACHE : 4+ 3.2 4+ ¢ Invalld
DALE-CHALL 8.0 7.0 8.8 7.9

b e e e e e e e e e
FRY 5 6 6 6
FLESCH 77 79 75 77
RAYGOR 5 5 9 6
FOG 8 9 9 9
SMOG 8.4 8.4 8.4 8.4
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OIALOGUE I.
AT THE TIME CLOCE

JOHN :

I want to go to Mexico to visit my family in July. My
mother’s having a big birthday party in July and I want to
be there. I have to ask my supervisor if I can change my
vacation from June to July.

I came to work early to talk to my supervisor. 1711

ask him if I can take my vacation in July. There’s Mr.
Miller.

Hi, Mr. Miller.

MR. MILLER:

Hi, John. You came to work early today. I‘m glad to
see you here. :

JOHN 3

I came in early to ask you a guestion. My vacation is
scheduled for June, but I want to change it to July. I want
to go to Mexico to visit my family in July. My mother’s
having a big birthday party and I don’t want to miss it.

Can I change my vacation to July?

MR. MILLER:
So, you want to take a vacation in July? Let me see
when the other workers on your shift have vacations planned.
It looks to me as if July is open for vacations. What
week do you want to go to Mexico?

JOHN :
My mother’s birthday is July 10, I'd 1ike to go to
Mexico for the week of July 5 - 1t.

MR. MILLER:

The week of July 5 - 11 looks great. I711 put you down
for that weel.

JOHN :

Thanks, Mr. Miller. I‘11 plan to be on vacation that

weel: . My family will be glad. I“11 tell them I’m coming to
Mexico then. ¢

I think it’s time for me to get to work. Thanks again.

4006




ANSWER THE FOLLOWING QUESTIONS:

1. Why does John want to change his vacation time?

2. What

vacation?

does Mr. Miller have to do before he can OK the

3. Does

Mr. Miller say John can change his vacation?

4. What

week of vacation does John now have scheduled?

5. What

are you planning to do on your next vacation®

-5




DIALOGUE II.
IN THE BREAEROOM

JOHN &
I'm ready to go home and it‘s not even lunch time.

TOM:
What’s happening? You having a bad day?

JOHN ¢
Ead ‘day? You wouldn’t believe what’s happened so far.

TOM:
Tell me. I need a good 1augh.

JOHN &

Wetl, first of all, my.ﬁar wouldn’t start this morning.
I had to call my brother to bring me here and he wasn’t too
happy about that.

TOM:

That var’s been giving you a lot of trouble. EREetter
think about getting one like mine!

JOHN :

I won’t get into that talk. Let me tell you what
happened when I got to work. I went to the supply room to
get my gear. Well, wouldn’t you know, they were out of
Jjackets my size so I had to wear this huge one. I’ve been
swimming in this thing ail morning.

TOM:

Oh, it doesn’t look so bad. Aren’t kids wearing
clothes big and baggy all the time?

JOHN :

Maybe, but I‘’m not a kid! I haven’t told you the worst
part of the day. My =arplugs are driving me cra:zy! They’re
also too big and they keep falling out. I’'ve been chasing
them all over the plant floor.

TOM:

What a day! Why don’t you talk to Mr. Miller and maybe
He’11l give you the rest of the day off. [oesn’t sound like
you’re getting much work done anyway'

JOHN:

id you forget? I don’t even have a car here to go
home early in. O0Oh, no! I talked too long and now I‘m late
going back to the line!

TOM:

I hate to tell you this John, but your hairnet is torn.
Looks like your bad day isn’t over yet!
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ANSWER THE FOLLOWING QUESTIONS:

1. What time of day is it in the stary?

-

2. What kind of day is .John having?

3. What ‘are 2 things that have happened to John?

4. What is the worst thing that has happened to you at
work?

Z. MWrite 2 or 3 sentences telling of John’s afternoon.




ODIALOGUE III.
IN THE HUMAN RESOURCES DEFARTMENT OFFICE

JOHN ¢
Mrs. Smith, do you have a minute? I have a question
about my insurance.

MRS. SMITH:
I‘d be glad to answer your question if I can. Somecne
in this office should be able to help you if I can’t.

JOHN =

I’ve been working here at the plant for &6 months and I
haven’t had to go to a doctor until last week. I hurt my
hand working on my car and needed stitches.

-

MRS. SMITH: .
I hope you went to the doctor.

JOHN :

Oh, I did. And the doctor fixed my hand all up. I
didn‘t mind going because I knew I had insurance from the
plant. But, the woman at the doctor’s office said I had to
pay part of the doctor’‘s bill. She called it "the
deductible.” I didn‘t know what deductible was. I thought
my insurance was supposed to pay.

MRS. SMITH:

Well, John, you do have insurance. But, each person
who has insurance has to pay so much money each year before
the insurance company will pay the rest. The deductible
isn’t very much compared to the large bills you could get
from a doctor or a hospital. After you pay your small part
of the doctor’s bill, your insurance from the plant will pay
for the rest. AImost all insurances work that way.

JOHN:

What would happen if I had to go to the doctor again?
Would I have to pay the deductible again?

MRS. SMITH:

No. The deductible you pay lasts for one year. Your
insurance company then pays almost all of the rest of your
bills. You do need to pay a emall percentage of each bill
though. Insurance is a way of sharing the payment of your
bills. But, the company pays the biggest share.

JOHN ¢

My family has insurance from my work here. Lo they
need to pay & deductible each year too?

&30
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MRS. SMITH:

That’s a little confusing. There’s a deductible for
one person in your family and then there’s a deductible for
your whole family. Once your family has paid their
deductible, then the insurance company pays its share.

JOHN &
I think I understand but I’'m not sure.

MRS. SMITH:

John, please feel free to come in whenever you have a
specific question. That’s what my job is - to answer
questions!

ANSWER THE FOLLOWING QUESTIUNS:

1. How long has John been working at the ptant?

2. Why did John go to the doctor?

3. Does John or the insurance company pay for the biggest
share of medical costs?

4. How long does the deductible 1a5t?.

<« Write about a time when you used insurance.
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DIALOGUE IV,
ON THE LINE

MR. MILLER:

John, the mechanics are working on your line and it
should be running again in a minute.

JOHN =

Mr. Miller, if you have some time while I‘'m waiting,
I“ve been wanting to ask you about taking time off work.

MR. MILLER:

[lo you mean vacation time? We scheduled vacations a
month or so ago.

JOHN ¢ .
No, I know about vacation time. I have a week in July
‘ when I’m going to Mexico. I just heard about a woman on my
shift taking time off that wasn’t for a vacation. I was

wondering when we’re allowed time off for other things that
" come up.

MR. MILLER:

Well, John, we try to be understanding of times when
. you need to be off work. We give any worker paid days off
work for a death in his or her immediate family. We also
give paid time off work if a worker is called to Jury duty
during working hours.

JOHN :

That’s good to know. Eut, I think the woman took time
off when someone in her family was sick. What about that
kind of time off7

MR. MILLER:

That person may have had a personal leave off work. If
& worker has a reason other than a death in the family or

Jury duty for time off work, the worker must go to the
supervisor. It may be possible to take time off work called
a personal leave. That time is not paid for by the company

and is limited in length of time.

JOHN = ‘

What if I would be sick for a long time? Would I lose
all my pay for that time?

MR. MILLER:
You may have insurance through the company that pays
for time off because of a short—-tern disability or a
' long—term disability. Whenever a situation comes up that
you have questions about, talk to me or talk to the Human
Resources Department. FEach situation is different and may
.be handled differently. So, don‘t hesitate to ask
questions!
412
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JOHN

It 1ooks like the line is moving again so I need to get
to work. Thanks for the information. I hope I don’t need
to take time off work, but I‘11 talk to you again if
something comes up.

ANSWER THE FOLLOWING GUESTIONS:

1. Why is John waiting to work right now?

2. What is it that John has_ a question about?

3. Why did the woman that John mentions take time off work?

4. Where should .John go when he has a question about time
off work™

5. Write about a time when you may need a personal leave.




OIALOGUE V.
ON THE WAY HOME

JOHN :

I really appreciate you giving me a ride home, Tom. My
car’‘s been giving me big trouble lately. It‘s time to trade
it in I suppose.

TOM:
No problem with the ride. You live right on my way.

JOHN s

Tom, I heard about a guy on our shift getting fired
today. TI@o you know what was up?

TOM: .

Yeah, the guy was crazy. He was found drinking on the
job. He must have a big problem because he carried the
stuff to work and was trying to share it in the brealkroom.

JOHN

Eoy, he does have a problem. So, the company can let
him go Jjust like that?

TOM:

Sure can! If you’re found with drugs or alcohol on the
Jjob, you can be gone that same day' Tell you the truth, I'm
glad for the policy. With the drug testing going on, I
don’t want anything around to even tempt me. Have you been
tested lately?

JOHN ¢
No, not since I had the first test when I began here.
It’s not such a big deal for me. I don’t use the stuff at

home so they’re not going to find anything during a test at
work .

TOM:

Some workers mind it. One guy I work with was tested
positive and was suspended for 30 days until he passed a
clean test. And then he’ll be on probation for a year.

JOHN ¢ ‘

it someone like that guy really has a problem with
drugs or alcohol, he should ask for help. The company will
be a 1ot more understanding if someone admits a problem
before the problem is found out on the job.

TOM:
Admitting a problem isn‘t always easy. You‘re a good
example ot that.

e



JOHN ¢

What do you mean? I Jjust told you that I don’t use the
stuff!

TOM:

I’'m not talking about drugs or alcohol. I‘m talking
about your problem with that car of yours. It’s taken you
forever to admit it’s good for nothing and ready to be
traded in. I‘ve been trying to tell you that for years!

ANSWER THE FOLLOWING GQUESTIONS:

1. Why is John riding home with Tom?

-

2. Why was the guy that John mentions fired from work?

3. Has John ever been tested for drugs?

4. What problem did John have that took a long time to
admit?

Z. How do you feel about the drug and alcohol policy of
your company?

[a
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Gettlng Dressed for Werk

Rocco Turkeys, Inc.
(CCP Unit 21336)

Competencies

After completing this unit, the student should be able to:
* Ask for clothing supplies needed for work.
* Explain problems related to the clothing items
. used at work.

Skills Needed

* Requesting something politely
* Bringing up a problem

Vocabulary Needed
* Articles of clothing required for the job

* Requesting phrases
* Phrases to present a problem

Information Needed

* What kind of care is expected from employees
* What can be exchanged.




® To the Teacner...
Getting Dressed for Work

Ideas for introducing the unit:

* After students have finished the CCP Lesson 213361, review
with them the articles of clothing presented. Then ask them
what they need to wear to work.

* Show a picture of an employee dressed for work. See how
many articles of clothing students can identify. Ask if they ever have
problems with any of the items of clothing they use at work.

Ideas for presenting the information, skills and vocabulary needed:
* Give students the “Clothing Encyclopedia” which has a page for
each item of clothing used by employees.

a. Read and discuss several pages a day until all items have
been covered. As you go through each page make a list on
the board of the names of the items and vocabulary to talk

about problems with each one.
‘ b. Have students look through the book and choose the items
that they use. Then as a class, read and discuss the captions
for each item. If there are some items that no one in the class
uses, mention them at the end and discuss who would use them.

* Give students the “At the Supply Room” Dialogues. Read them as
a class or individually, then go back and make a list of the items
mentioned and the problems that were experienced with each one.

ldeas for practicing the information, skills and vocabulary.
* Supply Room Role play -- Students play the parts of the
supply room aid, and employees who need different supplies.
*  Make “Situation Cards” presenting different problems with clothing items.
Students decide whose fault the problem is and how it should be presented
to the supply room attendent.
* Matching Worksheets -- Matching objects and names or drawing of
a certain problem with a phrase describing that problem.

* Comprehension Questions on the encylopedia or dialogues.




To the Teacher. . . page?2
‘ Geting Dressed for Work

Ideas for practice (cont.)

| * Play a game as a class using the 5”x7” pictures of items.

| - a. Hold up one picture at a time. The first student to identify it
correctly gets to hold that picture.

b. Divide the class into two groups. Appoint a secretary for
each groups. Line up the pictures where everyone can see
them. Give a time limit and see which group can identify the
most pictures within that time.

c. Display the pictures where they can be seen. One student
describes a problem with one of the items, but without using
the name of that item. The rest of the students identify which
item he or she is referring to. (Instead of a problem, students
may simply describe the item.)

e
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PP-Rocco Getting Dressed for Work
CCP Unit 21336

() What did that say?

Use the Encylopedia of Company Clothing to answer the following questions.

1. There are four different kinds of protection for your hands. What are they?
2. Why is it important to mzke sure your boots fit you well when you buy them?
3. What do you need if you want to get a new apron?

4. What time is the processing supply room open?

3. Who wears a red bump cap?

.6. If you don’t like your earplugs, who should you talk to?

7. What kind of jobs require safety glasses?

8. Who wears a dust mask and special pants?

9. If you want to take something that is damaged back to the supply room to get a new one,
what do you need to know?

10. What sizes do gloves come in?

11. What is the difference between liners and rainbow gloves?

. 12. How can an employee get some plastic sleeves?

&1¢




PP-Rocco 1et's Get Dressed - Company Style
CCP Unit 21336

@ What’s Wrong?

Match the phrase with the picture.

1. lthas aholeinit. a.
2. They are tomn. b.
3. ___ It's cracked. C.
. 4. s dirty. d.
5. It's too big. e.
6. __ They're too small. f.

ERIC | 420




P Rocco Lets Get Dressed - Company Stale
CCP Unit 21336

What is this?

Match the items of clothing with the names on the left.

1. ___ boots a. ' b.

2. earplugs “

3. ___ dustmask c.

4. _ _ earmufl

5. ____ safety glasses e.
. 6. ___ liners

1. ____ bump cap

8 _  earband
9. ____ armguard
10. plastic sleeve

21




POULTRY PLANT ESL CURRICULUM
GET DRESSED - COMPANY STYLE

Dialoque .
Scene 1 o =T

David is a new worker at Rocco Turkeys, Dayton, Virginia.

He works "on the line" using scissors to cut turkeys. David
wears earplugs on the Job. He’s had a problem with the
earplugs since he started his new job. When it’s his turn
for a break, he finds his supervisor, Bob, and talks with
him.

DAVID:
Hey, Bob, may I talk with you a minute? Wi

BOB: —~—

Sure thing. I‘’m just on my way to get a cup of'gaffee.
What can I help you with?

DAVID:

I have a problem with my earplugs, Bob. They’ve been making
my ears hurt. I tried a different pair, but it seems that
this kind of earplug irritates my ears.

BOB:

Once in awhile someone has that problem. Since you’ve
already tried a different palr of plugs and it didn’t help,
you may want to try using an earmuff instead. -

DAVID:

I’/m willing to try anything! I‘m tired of my ears ringing
all the way home from work. -

BOB:

Let me write a note to the supply room attendant. She‘1l]
give you a pair of earmuffs to try.

DAVID:
Thanks, Bob. Sorry I took time away from your break.

BOB:

No problem. See you later! And let me know how.the
earmuffs work.




Dialoaue 1.
Scene II.

David is continuing to have problems with whatevér he puts
on his ears for work. He’s tried earplugs and earnuffs.
Both c2use his ears to hurt when he wears them afd his ears
ring after wearing them. His supervisor, Bob, suggrsts that
he go to the Rocco nurse, Mary, to see what can be done.

DAVID:

Mary, my supervisor Bob said I should talk to you about the
problem I‘m having with my earplugs. Do you have a minute?

MARY : . )
Just a sec. Let me finish with this form.

Now, what can I help you with?

DAVID: =

I feel silly coming in here, but my ears have been lirritated
constantly since I began working here at Rocco. "1 tried
different pairs of earplugs and then my supervisor gave me

earmuffs to wear. I can‘t get used to any of them. Do you
have any ideas.of what I can do?

MARY:
Well, David, I can issue you an earband to try. That’s

about the last resort. If you continue to have problems,
you may need to check with a doctor.

Here’s the earband. Try this for the rest of the’week and

come In on Friday to tell me how it worked. I think this
may be your answer. ?f

DAVID: o

Thanks! I like my job here. I don’t want to have to quit
Jjust because of a problem with my ears!




POULTRY PLANT ESL CURRICULUM
" GET DRESSED - COMPANY STYLE

Dialogque .
Questiong to Answer
1.

Where does David work?

(What company?)
20

What job does he do?

3.

wWhen David found Bob and talked to him, wha
his way to do?

t was Bob on
4.

—
oy

What was David’/s first problem (in Scene I.)?
50

What was David’s second problem (in Scene 11.)?
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¥ords to Know

EARPLUGS
1.

EARMUFFS
Where do you get earplugs?

~ EARBANDS
Where do you get earmuffs?

Where doc you get earbands?

IRRITATED
2.

RINGING

I I I KK I I I I I I I I I I I I I I I WM H MW NN NN HNAHR
Fill in the sentences with the 3 words above.
David’s ears

HURT
earplugs.

They become

stops wearing the plugs, his ears keep
all the way home.

when he wears his

Even when he
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SUPERVISOR ATTENDANT NURSE

3. Who Is your supervisor?

Who Is the supply room attendant? IS

Who is Rocco’s nurse?

96 I I I H I I I I I I I I I I I I I I I I I I I3 3T 23323630 9 333636 3639636 36
Phraseg to Know

"do you have a minute?*

*Jjust a sec" i

*see you later" e

“no problem"

*sure thing"

"this may be your answer"

"the last resort"

1. When you are going home from work, you may say,
2. When you want to talk to someone, you may sﬁy,
3. When you think you can soive a problem, you may say,
4, When you’‘re glad to help someone, you may say,
or
5. when you have one flnal idea, you may call it,
6. When you have to walt to help someone, you may say,




POULTRY PLANT ESL CURRICULUM
GET DRESSED - COMPANY STYLE

Dialoque I].

A~

Scene .

— -
e

Sharon has worked at Rocco Turkeys, Dayton, Virgifla, for
six years. She has always taken good care of the apron she
wears at work and has never had a problem with a damaged
apron. But, she has a problem today!

PAM (Sharon’s friend):

Sharon, did you know you have a huge rlp in your apron - in
the back? -

SHARCN: i
Oh no! How did that happen? It looks like it’s ready to be

cut in two. Do you think I should go get anotheg,one now or
can I wait until lunch break?

PAM: =
You better go now. But, if I remember right, you’re

supposed to go to your supervisor to have him sign something
before you can get a new one.

SHARON:

I think you’re right. This has never happened to me before.
But, this apron does look like it’s the oldest one around.

Here comes Bob, our supervisor. 1711 talk to him.

BOB:
Hi, Sharon. You look like you have a problem. ﬁf

SHARON: o
Just look at the back of my apron and you’ll see my problem.

Somehow I got a huge rip in the back. Do you need to sign
something for me to get a new one?

BOB:
Yes. 1711 sign my name right here on your apron and when
you take a lunch break, you can go to the supply room to get

a new one. I think this apron will stay together until
lunch.

SHARON :

Thanks, Bob. I‘ve worked here at Rocco for six years and
this is the first time I‘ve had this problem.




Dialogue JII.
Scene 1.

It“s lunch break and Sharon goes to the supply room for a
new apron. ;

.

SHARON: R -
Hl, Barbara! I have a damaged apron so I had Bob, my

supervisor, sign it. Can I get a new one before this one
splits In two?

BARBARA:
Yes, I’Iliget you another one. What’s your employee number?

SHARON:

Oh, dear. 1 never remember it. Could I take the apron now
and bring in my number later?

oy

BARBARA : -

Sorry, I have a rule to follow. I need your number. before
giving out or exchanging any supplies. )

SHARON:

OK. I guess a rule is a rule. 1I‘m going to lunch and then
I’11 be back with my number. See you later.




POULTRY PLANT ESL CURRICULUM
GET DRESSED -~ COMPANY STYLE
- -
Questions to Answer A
1. Sharon talked to 3 people about her problem. Who?
First,

Then,

Lastly,

2. ¥hat was Sharon’s problem? : nhe

T

—

3. In Scene I., what did Sharon need to get before she
could get a new apron? T

4. In Scene 1I1., what did Sharon need to get before she
could get a new apron?

5. Does Sharon get a new apron at the end of Scene II?

F63 36 3 I H €I I T FETE I I T H T T HHHH 33 HHH I3 I3 I3 H 3 T3 3 363 3 33 3 3 3 3 3 3 %

Words to Know

DAMAGED HUGE NEW OLDEST
1. words ve

Sharon’s apron was __ SO she
wanted a one. She hadla

rip in the back of the apron.

She sald her apron was the one

around.
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2. Use the same 4 words in the blanks,

When you buy something at the mall, it Is usually

When something rips In two, It iIs

A grandparent may be the in
the family.
If you have a lunch, you may not

want a big supper.

33 3 3 I 3 I I I I I K I I I I I I I I I H I I I W ]I I I I I I I K I, A I I I HK I I KA ]I H KKK KWK NN

what do vou think? N
1. wWhat is your job at Rocco? .-
2. How long have you worked at Rocco?

3. What Is one problem you have had with the clothing you
wear for work?

4, Can you think of a funny thing that happened'at work
wlith the speclal clothing all employees wear? g

5. If you could change the clothing employees have to
wear, what would you change?




POULTRY PLANT (ROCCO> ESL CURRICULUM
GET DRESSED -~ COMPANY STYLE

Questions to Answer ’ ]
1. Rocco Turkeys, Dayton, Virginia

2. He works "on the line" using scissors to cut turkeys.
3. get a cup of coffee

4, His earplugs are making his ears hurt.

5 His earmuffs make his ears hurt as well.

¥Words to Know
1. - from the supply room
- from your supervisor (The supervisor may-send a note
to the supply room.?
- from the first aid office (Rocco’s nurse) _-—-
2. hurt, irritated, ringing -
3. answers will vary - .
(The supply room attendant is Barbara Knott.)

Phrases to Know

see you later

do you have a minute?
this may be your answer
no problem, sure thing
the last resort

. Just a sec

AU W

Total: 20 gquestions and answers

Dialogue I]. Questions

Questions to Answer

1. Pam, Bob, Barbara
2. She had a huge rip in her apron.
3 She needed her supervisor’s signature on her apron.

4. She needed her employee number.
5. no

¥Words to Know
1. damaged, new, huge, oldest
2. new, damaged, oldest, huge

What do vou think?: answers will vary

Total: 20 guestions and answers
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ROCCO CLOTHING
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ACROSS CLUES DOWN CLUES
1. used under plastic gloves and 2. dark in color, worn to keep hands
make plastic gloves more warm
comfortable 4. help to avoid a rash on an
3. worn to protect an employee’s employee’s arms
head 5. worn over other clothing; an
6. worn on an employee’s hair employee in maintenance wears a
7. worn on an employee’s feet blue one
9. worn only by hangers over an 8. must be worn by employees who
employee’s mouth work with chemicals
10. worn by employees who use 11. come from the supply room but if
sclissors, knives and air tools they don’t work earmuffs or
12. worn over an employee’s legs earbands may be used
WORD LIST: ROCCO CLOTHING
BOOTS HAIRNET PLASTICSLEEVES
BUMPCAP JACKET l RAINBOWGLOVES
O MASK LINERS 131_ SAFETYGLASSES
ERi(hUGS PANTS STEELMESHGLOVES
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Encyclopedia of

Company Clothing

Rocco Turkeys, Inc.

Helpful Phrases

I'd like to exchange these ...
I'd like to exchange this ...

May I have some ...
May I have a ...

I need some ...
I need a ...

Excuse me, this ...... is damaged.
Excuse me, these .... are damaged.

I have a problem with these...
I have a problem with this ...

I'd like to buy a...
I'd like to buy some ...




Supply Room
Hours

Eviscerating
5:00-6:15 a.m.
1:30-3:00 p.m.
8:00-flexible

Processing _
5:45-8:15 a.m.

3:30-5:30 p.m.

Barbara Knott is the Supply Room Attendant.

CLOTHING SUPPLIES FOR
AN EMPLOYEE'S

FEAD AND FACE
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Supply Room Regulations

1. The supplies that you received free will be replaced at no cost if you trade in the
old item. If you don't have the old item to trade in, you will have to pay for the new
item, unless your supervisor approves the new item in writing. When you go to the
supply room, be sure you know your employee numberand your department
number.

2. Any item (except boots) that is no good will be replaced if you can show the supply
room attendant the damage. When you go to the supply room, be sure you know your
employee number and your department number.

HAIRNET and BEARDNET

Hairnets come in three different sizes: small, medium and large.




BUMP CAP

’ A bump cap protects and employee’s head. The color of the cap is important.

Yellow = Worker

Green = Supervisor

Red = Manager

White = Inspector
or VIP

DUST MASK

Live Hangers are the employees who wear the dust mask.
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SAFETY GLASSES
AND GOGGLES

Safety glasses or goggles
are required for jobs with
chemicals. Anyone else may
also use them. If you want
some safety glasses, you
should ask your supervisor.

EARPLUGS, EARMUFFS and EARBANDS

Earplugs are handed out in the supply room. They are available in two sizes: small and meci :~
To exchange your ea-~lugs, you need at least half of them. That means one plug and more than half of i ..ord.
Earmuffs are avauadle from your supervisor and earbands are available from the first aid office. If you
have a problem with your earplugs, talk to your supervisor. [f the problem continues, go to the first aid

office. § s \’ ’ -
N




CLOTHING SUPPLIES FOR
AN EMPLOYEE’S

. Liners are cloth gloves that can be used under plastic
gloves. They make plastic gloves more comfortable.
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GLOVES

Gloves are piastic. They come in different sizes:

7,8,9 and 10. Gloves may split open ortearif they
are pulled too hardor if they are too small.

@
RAINBOW
GLOVES

Rainbow gloves are darker in color and heavier than liners. People
‘ who work in the freezer use them because they keep their hands warm.
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STEEL MESH
(SAFETY)
GLOVES and
ARM GUARDS

Steel mesh gloves and arm guards must be worn for jobs using
scissors, knives and air tools (for example, neck guns and tail guns).

CLOTHING SUPPLIES FOR
AN EMPLOYEE’S

BODY

Q ‘ 44(}




PLASTIC

® SLEEVES

Plastic sleeves are used for comfort. They help to prevent arash
on an employee’'s arms. You can buy a pair of plastic sleeves for $1.10.

You must take care of
your own coat. You can
get a clean coat if you
turn in your dirty coat.
if you don't have a coat
to turn in, you cannot
get a clean one.

Biue coats are for
people who work in
maintenance.

P JACKET (COAT)
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APRON

CLOTHING SUPPLIES FOR
AN EMPLOYEE'’S
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The company gives special pants
only to the employees who work in
live hanging.

BOOTS

You can buy
boots in the supply
room. You must
know your
employee number
and your
department numtear
to get boots. Make
sure that the
boots fit you
well when you buy
them because you
cannot take boots
back to trade them

°




Lat’s Talk to the Superviser

Rocco Turkeys, Inc.
(CCP Unit 21331 or 21337)

Competencies

After completing this unit the student should be able to:
*  Approach his or her supervisor with a question or problem.
* Ask for clarification when he or she doesn’t understand what the
supervisor says.

Skills Needed

* approaching someone to open a conversation

* raising a question or problem in a conversation

* expressing lack of understanding

* closing a conversation

* understanding which questions or problems are appropriate to present

Vocabularv Needed

* That which is necessary to explain the problem.
* Phrases to open and close conversations
* Phrases to ask for clarification

Information Needed

* What American supervisors expect their employees
to talk to them about

* How, when, and where American supervisors expect
employees to approach them.
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To the Teacher...
. Let’s Talk...

Ideas for introducing the unit:

* Use the book, English for the Workplace ESL for Action Unit III, Lesson 3 “Talking
with the Boss” p. 46 -- Read the dialogue and discuss the situation. Ask students to
share experiences or problems that they have had talking with their supervisor.

* Do an LEA story as a class about talking with your supervisor.

* Present a sample problem situation on the job and ask students what would be
the best thing to do. Ask what problems they have encountered talking with their
supervisor.

* Give students some complicated directions for doing something. Watch to see what
their reaction is when they don't understand, and then talk about what they can do when

they don'’t understand something.

Ideas for presenting the information, skills and vocabulary needed:

* Give students the “Conversation Guidelines” sheet which includes
several phrases which may be useful in talking with their supervisor. Go over the
sheet making sure that the students understand each part.. Discuss as a class when
it’s appropriate to talk to the supervisor and fill in the bottom of the paper.

. Ideas for practicing the information, skills and vocabulary:

* Make “Conversation Cards” on 3”x5” cards that contain a problem, an
opening phrase, a problem-presenting phrase, vocabulary needed for the
problem and a thank you phrase. Give each student a different card and
have them practice approaching you or an aide to present their problem.

* Have students work in small groups to write a model dialog where an employee
approaches the supervisor about a specific problem.

* Have a worksheet with all the phrases talked about and have students
group them into the appropriate uses.

* Write some dialogues where employees use the wrong phrases or don’t ask
for clarification and as a result the conversation turns out in misunderstanding.
Have students rewrite the dialogue using the phrases they have learned.

* Make a list of problems which people may encounter in their work and
have students identify which ones would be appropriate to go to the
supervisor with.

Ideas for helping students apply what they are learning:

* Give each student a question to ask their supervisor and have them discuss the
. answers they get and their experiences in the next class. -
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To the Teacher ... page 2
Let’s Talk...

Some Common Situations Where Employees
Need to Talk with their Supervisors

* To arrange to leave early from work.

* To go to the nurse’s office for aspirin, a band-aid, etc.

* To check on the work schedule, for example, if the employee needs to work on
Saturday or Sunday, or to see if there is overtime work available.

* To ask to be switched to a different position within the line because of a physical
problem.

* To report an accident on the job.

* To report problems with tools or machinery.

Discuss with students to generate more situations.
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PP-Rocco Let's talk to the Supervisor
CCP Unit 21331

Let’s Talk to the Supervisor
A Conversation Guide

Where to begin...

Excuse me, I'd like to speak with you a minute.
Good morning, could I ask you a question?
May I talk with you, please?

On to the problem...

I have a problem.
Can you help me, please?
I’'m sorry, but I don’t understand...

And_if vou still don’t understand...

Would you please repeat that?
What did you say about the...
Could you speak more slowly?

or, repeat the part that you understood... for example, you hear,

“Take tmErpawivo to the freezer.”
You say, * Take what to the freezer?”
or, ‘“What do you want me to take to the freezer?”

or, *“ What does meEtpwivo mean?”

And then it’s back to work...

Thanks a lot for your help.

Tell
T

Thank you. I appreciate your help. Azd Smilslll

Thanks a lot!

{

What do you think?

1. When is a good time to talk to your supervisor?
2. When is a bad time to talk to your supervisor?
3. Where is a good place to talk to your supervisor?

4. Where is a bad place to talk to your supervisor?

N
)
~1




PP -Rocco Let’s Talk to the Supervisor
CCP Unit 21331

You Say It

Characters: Martin, an employee whose job is trimming thighs.
Sandy, Martin's supervisor.

Problem: Martin sprained his wrist while he was playing basketball
over the weekend. He can’t use the scissors very well, and .
wants to do a different job until his arm feels better.

Your job: Write the conversation between Martin and Sandy.
Use M for Martin and S for Sandy.

R ok ok ok kokok ok skook ok ko sk sk ko sk ok sk sk ok ok sk sk sk skl sk ok sk sk ok kR sk ok sk sksk ok sk ki sk ok sk sk ok sk sk ok ok ko sk sk ok sk sk sk ok kR sk ok ok

* M:
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
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PP-Rocco Let's talk to the Supervisor
CCP Unit 21331

What did you say???

What could you say if you don’t understand the underlined word?

1. The people in eviscerating are on break right now.

2. The dispensary will be closed for haif an hour.

3. Tell him that the chute is full of meat.

4. You’'ll need a bump cap if you want to work in that area.

5. The customers were complaining because there was too much gristle with
the meat.

6. We’re supposed to cut off all of the dangling fat.

Y
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PP-Rocco Let's talk to the Supervisor
CCP Unit 21331

When to say it...

I have a problem. Thanks a lot!

What did you say about the... ~May I talk with you, please?

Can you help me, please? “What does dangling mean?
Excuse me, I'd like to speak with you a minute. Would you please repeat that?
Thanks a lot for your help. “Take what to the freezer?”

Good moming, couldI ask you a question? Thank you. I appreciate your help.
-I’m sorry, but I don’t understand... Could you speak more slowly?

Write each phrase above in the category below where it belongs.

Phrases to open a conversation:

Phrases _to present a_problem:

Phrases to close a conversation:

Phrases to show that vou don’t understand :




Cettlng Dressed for Werk

Wampler - Longacare Chickens
(CCP Unit 21336)

Competencies

After completing this unit, the student should be able to:
* Ask for clothing supplies needed for work.
* Explain problems related to the clothing items

. used at work.

Skills Needed

* Requesting something politely
* Bringing up a problem

Vocabulary Needed
* Articles of clothing required for the job

* Requesting phrases
* Phrases to present a problem

Information Needed
* What kind of care is expected from employees

* What can be exchanged.
* What is necessary in order to exchange something.
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® To the Teacher . ..
Getting Dressed for Work (WLC)

Ideas for introducing the unit:

* After students have finished the CCP Lesson 213361, review
with them the articles of clothing presented. Then ask them
whal they need to wear to work.

* Show a picture of employees dressed for work. See how
many articles of clothing students can identify. Ask if they ever have
problems with any of the items of clothing they use at work.

Ideas for presenting the information, skills and vocabulary needed:

* Give students the “Clothing Encyclopedia” which has a page for
each item of clothing used by employees.
a. Read and discuss several pages a day until all items have
been covered. As you go through each page make a list on
the board of the names of the items and vocabulary to talk
about problems with each one.
b. Have students look through the book and choose the items
that they use. Then as a class, read and discuss the captions
. for each item. If there are some items that no one in the class
uses, mention them at the end and discuss who would use them.

* Give students the “At the Supply Room” Dialogues. Read them as
a class or individually; then go back and make a list of the items
mentioned and the problems that were experienced with each one.

Ideas for practicing the information, skills and vocabulary.

* Supply Room Role play -- Students play the parts of the
supply room aid, and employees who need different supplies. You can use
the mounted pictures fo represent the items that the supply room
attendant gives the employees.

* Make “Situation Cards” presenting different problems with clothing items.
Students decide whose fault the problem is and how it should be presented
to the supply room attendent.

* Matching Worksheets -- Matching objects and names or drawing of
a certain problem with a phrase describing that problem.

* Comprehension Questions on the encylopedia or dialogues.
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To the Teacher. . . page2
. Geting Dressed for Work

Ideas for practice (cont.)

* Play a game as a class using the 5”x7” pictures of items.

a. Hold up one picture at a time. The first student to identify it
correctly gets to hold that picture.

b. Divide the class into two groups. Appoint a secretary for
each groups. Line up the pictures where everyone can see
them. Give a time limit and see which group can identify the
most pictures within that time.

c. Display the pictures where they can be seen. One student
describes a problem with one of the items, but without using
the name of that item. The rest of the students identify which
item he or she is referring to. (Instead of a problem, students
may simply describe the item.)
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PP-WLC Getting Dressed for Work
CCP Unit 21336

What did that say?

Use the Encylopedia of Company Clothing to answer the following questions.

1. When do you have to pay for items of clothing that you get in the supply room?

2. Your supervisor or line leader will give you three pairs of disposable gloves every
day. What should you do if you want more than three pairs?

3. What do you wear under the plastic or disposable gloves to help keep your hands
warm?

4. When can you get a new pair of boots?

‘5. Who wears a red bump cap?

6. If you don’t like your earplugs, who should you talk to?

7. What kind of jobs require safety glasses?

8. What should you do if your smock gets dirty or wet while you are working?
9. When can you get a new hairnet?

10. What special kind of gloves are required for people who work with knives?

11. Which employees wear a blue apron?

12. How can an employee get a wrist band?
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PP-wL e 1atrs Get Dressed - Company Style
CCP Unit 21336

What’s Wrong?
. g

Match the phrase wilh the piclure.

1. lthas ahole in it. a.

2. They are torn. b.

S

3. It’s cracked. c. e .

k2
e .

4. It’s dirty. d.
5. It'stoo big. e.
6. ___ They're too small. f.

425




PP-WLC Getting Dressed for Work
CCP Unit 21336

‘ | What is this?

Match the items of clothing with the names on the left.

1. ___ boots

2. ___ earplugs

8. __ wrist band

4, __. ea@uﬁ
‘5. ___ safety glassés

6. ___ gloves

7. ___ hairnet

8. ___ apron

9. ___ hard hat

10. ___ plastic sleeve
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| POULTRY PLANT ESL CURRICULUM
. GET DRESSED - COMPANY STYLE

Dialoaue . - -

Scene ]. T

David is a new worker at wtC,.Timberville, Virginia. BHe
works "on the line" using scissors to cut chickens. David
wears earplugs on the job. He’s had a problem with the
earplugs since he started his new job. When it’s his turn

for a break, he finds his supervisor, Bob, and talks with
him.

DAVID:
Hey, Bob, may I talk with you a minute?

BOB:

Sure thing. I‘m just on my way to get a cup of coffee.
What can I help you with?

DAVID:

I have a problem with my earplugs, Bob. They’ve been making
my ears hurt.

BOB:
. Once in awhile someone has that problem. The supply room
has four kinds of earplugs. Why don‘t you go there and

check them out. If you turn in the pair you have, you may
get a different kind free.

-

DAVID:

I’‘m willing to try anything! 1I‘m tired of my ears ringing
all the way home from work. p

BOB:

Let me write a note to the supply room attendant. She’ll be
sure to let you try another pair.

DAVID:
Thanks, Bob. Sorry I took time away from your break.

BOB:

No problem. See you later! And let me know howianother
kind works.
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Dialogque .
Scene 1.

David is continuing to have problems with whatever. he puts
on his ears for work. He’s tried all four different kinds
of earplugs. They all cause his ears to hurt when_he wears
them and his ears ring after wearing them. His supeéervisor,

Bob, suggests that he go to WLC’s nurse, Sheila, to see what
can be done.

DAVID:

Shella, my supervisor Bob said I should talk to you about
the problem I‘’m having with my earplugs. Do you have a
minute?

<
[

SHEILA:

Just a sec. Let me finish with this form. e
Now, what can I help you with? =
DAVID: .

I feel silly coming in here, but my ears have been irritated
constantly since I began working here at WLC. 1I‘ve tried
all the different kinds of earplugs that are in the supply
room. I can’t get used to any of them. Do you have any
ideas of what I can do?

SHEILA:
Well, David, I can issue you an earmuff to try. That’s

about the last resort. If you continue to have problems,
you may need to check with a doctor. -

Take this form to the supply room and you‘’l1 get an earmuff
to wear. Try It for the rest of the week and come in on

Friday to tell me how it.worked. I think this may be your
answer.

DAVID:

Thanks! I like my job here. I don’t want to have to quit
Just because of a problem with my ears!

W™
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POULTRY PLANT (WLC)> ESL CURRICULUM
GET DRESSED - COMPANY STYLE

1 e 1.

s to Answ

1. Where does David work? (What company?)

2. What job does he do?

LS

3. When David found Bob and talked to him, what was Bob on
his way to do? PN

4, What was David’s problem (in Scene [.)? -

5. Was David’s problem solved before Scene I1I.7?

F 3336 K3 I I3 I I I HH I 3 I H I I I I I I I I I HH K I H 3 I KW I H I HHH MK

Words to Know -

IRRITATED RINGING _HUF"
1. Fill in the sentences with the 3 words abovéi
David’s ears when he wears his

earplugs. They become . Even when he

stops wearlng the plugs, his ears keep

all the way home.
236 2 63326 363 36 3 3 363 I 363 3 I 3 3 3 3 33 3 363 36 K 3 3 363 K 3 H 3 39 3 936 3 336 3 3 3 3 3 3 3 3 3 3 3 %

SUPERVISOR ATTENDANT NURSE

2. Who is your supervisor?

Who is the supply room attendant?

Who is WLC’s nurse?

LD
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I W

"do you have a minute?"

"just a sec"

"see you later"

“no problem"

"sure thing"

“this\may be your answer"

"the last resort"

1. When you are going home from work, you may Say”
2. When you want to talk to someone, you may say,
. 3. When you think you can solve a problem, you may say,
4, When you’re glad to help someone, you may say,
or
5. When you have one fjnal idea, you may call il,
6. When you have to wait to help someone, you may say,

************************************************************

What do vou think?

1. On my break I llike to

2. I sometimes have a problem with

When I get tired I
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POULTRY PLANT ESL CURRICULUM
GET DRESSED - COMPANY STYLE

Dialogue II. -
..?.‘-

- -

o~

Sharon has worked at Wampler-Longacre Chickens, Tlimberville,
Virginia, for six years. She has always taken good care of
the smock she wears at work and has never had a problem with
a dirty or damaged one. But, she has a problem today!

PAM (Sharon’s friend):

Sharon, did you know you have a huge rip in your smock - in
the back? °

SHARON: R

Oh no! How did that happen? It lool:s like it’s ready to be
cut in two. Do you think I should go get anotheps e now or
can I wait untll lunch break?

PAM:
why don‘t you ask Bob, the supervisor, if you can go now?

SHARON :
There’s Bob, coming this way. 1711 ask his advice. This

has never happened to me before. But, this apron does look
like it’s the oldest one around.

BOB:

Hi, Sharon. You look like you have a problem. -

SHARON: .

Just look at the back of my smock and you’]ll see.my problem.

Somehow I got a huge rip..in the back. Do you need to sign
something for me to get a new one?

BOB:

Yes. I7]1]1 give you a note to take to the supply room. When
you take a lunch break, you can go to get a new one. I
think this smock will stay together until lunch.

SHARON:

Thanks, Bob. I‘ve worked here at WLC for six yeérs and this
is the first time I‘ve had this problem.




Scene JI.

It’s lunch break and Sharon goes to the supply rgom for a
new smock. -

SHARON : o o

Hi, Barbara! I have a damaged smock so Bob, my supervisor,
gave me this note to get a new one. Can I get a new one
before this one splits in two?

BARBARA:

Sure, I“11 get you another one. This Is something new to
have happen to you. I‘ve never had to replace a dirty or
torn smock’ for you before. '

SHARON: e
You‘re right. But, there’s a first time for everything.
Thanks! I‘m on my way to lunch. >
BARBARA: -

Now, don‘t forget to pick up your button when yod furn in
that smock tonight. Maybe today will be your first day to
be forgetful too!
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POULTRY PLANT (WLC> ESL CURRICULUM
GET DRESSED - COMPANY STYLE

ialo -
Questions to Answer e
1. Sharon talked to 3 people about her problem. Who?
First,
Then,
Lastly,
2. What was Sharon’s problem? .
3. In Scene I., what did Bob give Sharon? =

4, In Scene 11., what did Barbara give Sharon?

5. In Scene I1., what did Barbara remind Sharon to do?

93 3336 I I3 I I I I I I I I I I I I I3 33 3 3 I I I I I3 336336 3 I I 2 2 3 233 H %%

Words to Know

DAMAGED HUGE NEW OLDEST

1. Use the 4 words above in the blanks.

Sharon’s smock was so she

wanted a one. She had a

rip in the bq@k of the"smock.
'

She said her smock was the one

around.
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2. w in t lank

When you buy somethling at the mall, it is ugually

.

-
P,

When something rips In two, it is

A grandparent may be the in
the famlly.
If you have a lunch, you may not

want a big supper.
F2 3636 I I JE T I I I I FEIE T I FE T I T I3 I 36 362 3362 96 362 9 36 369 3 3 3 3 2 H W HHH K

Wha ' think?

1. What is your job at WLC?

2. How long have you worked at WLC?

3. What is one problem you have had with the clothing you
wear for work?

4. Can you think of a funny thing that happened at work
with the special clothing all employees wear? = .

5. If you could change the clothing employees have to
wear, what would you change?




POULTRY PLANT (WLC)> ESL CURRICULUM
GET DRESSED - COMPANY STYLE

n :
Dialogue I. Qu io v
& iong t n
1. WLC, Timberville, Virginia
2. He works "on the line" using scissors to cut chickens.
3. get a cup of coffee
4. His earplugs are making his ears hurt.
5. no

Words to Khow

1. hurt, irritated, ringing

2. answers will vary e
(Ths supply room attendants are Shriley Long and
Roberta Whetzel. The nurse is Sheila Higdope. r~

Phrases to XKnow -

i. see you later

2. do you have a minute?
3. this may be your answer
4. no problem, sure thing
5. the last resort

6. Just a sec

What do vou think?: answers will vary

Total: 20 gquestions and answers -

Dialogue I]. Questions

Questions to Answer
i. Pam, Bob, Barbara
2. She had a huge rip in her smock.

3. a note to take to the supply room
4. a new smock
5. to pick up a button when she turns in her smock tonight

Words to Know
1. damaged, new, huge, oldest
2. new, damaged, oldest, huge

¥What k?: answers will vary

Total: 20 guestions and answers
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WLC CLOTHING
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ACROSS CLUES DOWN CLUES -
3. worn to keep smock dry; 3 used 1. turned in each day for a clean
each day smock -
7. worn on an employee’s hair; there 2. worn by hangers and others to
are 2 kinds protect eyes
9. used to protect an employee’s 4, worn to keep hands dry; 3 used
ears; there are 4 different kinds each day
10. protect an employee’s wrist 5. may be asked for to protect an
against injury employee’s arms from a rash
11. worn under disposable gloves to 6. worn on an employee’s feet
keep hands warm 8. may be used if earplugs don‘’t
12. reguired on jobs that use work
scissors, knives or other
equipment
WORD LIST: WLC CLOTHING
APRON EARMUFFS PLASTICSLEEVES
BOOTS HAIRNET SAFETYGLOVES
BUTTON LINERS SAFETYGLASSES
EARPLUGS PLASTICGLOVES WRISTBANDS
426G




ANSWERS: WLC CLOTHING
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Encyclopedia of

Company Clothing

Wampler - Longacre Chickens

Helpful Phrases

I'd like to exchange these ...
I'd like to exchange this ...

May I have some ...
May I have a ...

I need some ...
I need a ...

e\

(
o

Excuse me, this ...... is damaged.
Excuse me, these .... are damaged.

I have a problem with these...
I have a problem with this ...

I'd like to buy a...
I'd like to buy some ...




Welcome to the Supply Room!

TS !
INLY .
B
"‘k |7
Shirley Long and Roberta Whetzel are the Supplvy Room Attendants,
1
CLOTHING SUPPLIES FOR
AN EMPLOYEE'S

RRAD AND FACE
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. Supply Room Regulations

1. The supplies that you received free will be replaced at no cost if you trade in the old item. If

you leave something at home or lose it, you will have to pay for it. You may pay cash or use
your social security number to charge it.

2. If your clothing or equipment is damaged or dirty, it will be replaced free if you turn in the
old damaged or dirty item.

Hairnets come in three
different sizes: small,
medium and large.
There are two kinds of
hairnets, one is called
abonnet and the other
is called a mesh
hairnet. You may get
a new hairnet when
the elastic wears out
on the old one. You
must turn in the old
hairnet to get a new one. -

HAIRNET and BEARDNET

&0




A hard hat protects
an employee’s head.
The color of the hat
is iraportant.

White = Worker
Blue = Line Leader
Red = Supervisor
Yellow = Sanitation

There are 4 kinds of

earplugs. You may
want to try different
kinds to see which
kind fits best. Please
keep track of your
earplugs. If you

lose them, you must
pay for them. If you
return a pair, you can
get a pair free.
Earmuffs are
available if the nurse
recommends them.

Red & Biue... $.80
All others.... $.60




There are two
kinds of safety
glasses. Employees
on certain jobs must
wear them, for
example, hangers
and people who work
in the eviscerating
room.

- - —eeee Safety Glasses

CLOTHING SUPPLIES FOR
AN EMPLOYEE’S

HANDS AND ARNS
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DISPOSABLE

GLOVES

Each day you receive 3 pairs of dispbsable gloves.

(top) If you want more of these disposable gloves you
can buy them in the supply room for 10 ¢.

Cotton
GLOVES

Cotton gloves (bottom right) help to keep your hands

. warm.

WS
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Plastic

GLOVES

Liners (bottom) are thin cloth gloves that can be used

under plastic gloves. They make plastic gloves more
comfortable and help keep your hands warm.

The green plastic gloves are heavier than the
disposable gloves. They also help to keep your hands
dry.
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STEEL MESH

and SAFETY
GLOVES

Steel mesh gloves (top) or safety gloves (bottom left) are
worn for jobs using knives.

PLASTIC
SLEEVES

Plastic sleeves are used for comfort. They help to prevent a rash
‘ on an employee”; xrms. If you would like some plastic sleeves, you

should talk to the nurse.
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® WRIST
BANDS

l

Wrrist bands can help support your wrist. If you think that you
you need a wrist band, you should go and talk to the nurse. She can help
you get one. There are three different kinds of wnstbands The nurse
will decide what kind is the best for you.

CLOTHING SUPPLIES FOR
AN EMPLOYEE’S

BODY

&76




There are many different sizes of smocks. You must take care of
your own smock. If your smock gets dirty while you are working,
you may turn it in for a clean one. At the end of the day, when you turn
in your smock, you will get a pink button. You can use the button to get
a smock: the next day.

CLOTHING SUPPLIES FOR
AN EMPLOYEE'’S

FRET

NQO 2w




Each day you will recieve 3 disposable white aprons. There are
also blue aprons. The blue aprons are heavier than the white aprons.
They are not disposable. Only certain employees wear blue aprons,
for example, some of the people in eviscerating.

BOOTS

You can get
boots in the supply
room. When your
boots are worn out
or have lost their
tread ( that means
the bottom is very
slippery), you can get
arother pair if you
take the old pair back
to the supply room
and show the
damage.

478
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Let’s Talk to the Ling Leadsr

Wampler-Longacre Chickens
(CCP Unit 21331 ar 21337)

Competencies

After completing this unit the student should be able to:
* Approach his or her line ieader with a question or problem.
* Ask for clarification when he or she doesn’t understand what the
line leader says.

Skills Needed

* approaching someone to open a conversation

* raising a question or problem in a conversation

* expressing lack of understanding

* closing a conversation

* understanding which questions or problems are appropriate to present

Vocabulary Needed

* That which is necessary to explain the problem.
* Phrases to open and close conversations
* Phrases to ask for clarification

Information Needed

* What American supervisors expect their employees
to talk to them about

* How, when, and where American supervisors expect
employees to approach them.
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To the eacher...

. Let’s Talk...(WLC)
Ideas for introducing the unit:
* Use the book, English for the Workplace ESL for Action Unit III, Lesson 3 “Talking

with the Boss” p. 46 -- Read the dialogue and discuss the situation. Ask studerts to
share experiences or problems that they have had talking with their line leader.

* 1J)o an LEA story as a class about talking with your line leader.

* Present a sample problem situation on the job and ask students what would be
the best thing to do. Ask what problems they have encountered talking with their
line leader.

* Give students some complicated directions for doing something. Watch to see what
their reaction is when they don't understand, and then talk about what they can do when
they don't understand something. Ask if they ever have trouble understanding their line

leader.

Ideas for presenting the information, skills and vocabulary needed:

* Give students the “Conversation Guidelines” sheet which includes
several phrases which may be useful in talking with their line leader. Go over the
sheet making sure that rhe students understand each part.. Discuss as a class when
it's appropriate to talk to the line leader and fill in the bottom of the paper.

. Ideas for practicing the information, skills and vocabulary:

* Make “Conversation Cards” on 3”x5” cards that contain a problem, an
opening phrase, a problem-presenting phrase, vocabulary needed for the
problem and a thank you phrase. Give each student a different card and
have them practice approaching you or an aide to present their problem.

* Have students work in small groups to write a model dialog where an employee

approaches the line leader about a specific problem.

Have a worksheet with all the phrases talked about and have students
group them into the appropriate uses.

Write some dialogues where employees use the wrong phrases or don’t ask
for clarification and as a result the conversation turns out in misunderstanding.
Have students rewrite the dialogue using the phrases they have learned.

Make a list of problems which people may encounter in their work and
have students identify which ones would be appropriate to go to the
line leader with.

Ideas for helping students apply what they are learning:

* Give each ~tudent a question to ask their line leader and have them discuss the
‘ answers they get and their experiences in the next class.
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To the Tgaghgr e o o page 2

Let’s Talk...(WLC)

‘ . Some Common Situations Where Employees
Need to Talk with their Line Leaders

* To arrange to leave early from work.
* To go to the nurse’s office for aspirin, a band-aid, etc.
* To check on the work schedule, for example, if the employee needs to work on
‘ Saturday or Sunday, or to see if there is overtime work available.
| * To ask to be switched to a different position within the line because of a physical
\ problem.
' * To report an accident on the job.

* To report problems with tools or machinery.

Discuss with students to generate more situations.
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PP-WI.C Let’s Talk to the Line Icader
CCP Unit 21331

. Let’s Talk to the Line Leader

A Conversation Guide

Where _to_begin...

Excuse me, I'd like to speak with you a minute.
; Good morning, could I ask you a question?
i May [ talk with you, please?

' On to the problem...

t I have a problem.
Can you help me, please?
I’m sorry, but I don’t understand...

And _if you_still don’t _understand...

Would you please repeat that?
What did you say about the...
Could you speak more slowly?

or, repeat the part that you understood... for example, you hear,

“Take tm&rtpawivo to the freezer.”
You say, “ Take what to the freezer?”
or, ‘““What do you want me to take to the freezer?”

. or, “What does tne§tpwwvo mean?”

And then it’s back to work...

Thanks a lot for your help.

Thank you. I appreciate your help. And Smilell!
Thanks a lot!

What do vou think?

1. When is a good time to talk to your line leader?
2. When is a bad time to talk to your line leader?
3. Where is a good place to talk to your line leader?

4. Where is a bad place to talk to your line leader?

52




PP -WILC Let’s Talk to the Line Leader
CCP Unit 21331

You Say It

Characters: Mahn, an employee whose job is trimming thighs.
Sandy, Mahn's line leader.

Problem: Mahn sprained his wrist while he was playing basketball
over the weekend. He can’t use the scissors very well, and
wants to do a different job until his arm feels better.

Your job: Write the conversation between Mahn and Sandy.
Use M for Mahn and S for Sandy.

3 sk sk ok 3k 3k ok ok ok ok s ook ok sk ok sk s ok sk sk ok ok 3k ok koo ok sk ofe ok ok ok ok ok R ok oK sk sk o ok ok ok ok ok ok ok ok ok ok sk ok ok ok ok ok sk skok skok ok ok ok sk ok

M:

**************!*******

eokook ok ok ok ok ok ok ok ok ok skook ok sk sk ok ok ok sk ok ok ok ok ok ok ok ok ok ok ok ok ok ok sk ok 3k 3k 3K ok ok ok ok 3R ok ok ok ok ok ok ok ok ok ok ok sk ok sk ok ok ok sk ok ok ok
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PP-WL.C Let’sTtalk to the Line Leader
CCP Unit 21331

What did you say???

What could you say if you don’t understand the underlined word?

1. The peopie in eviscerating are on break right now.

2. The dispensary will be closed for half an hour.

3. Tell him that the chute is full of meat.

4. You’ll need a bump cap if you want to work in that area.

5. The customers were complaining because there was too much gristle with
the meat.

6. We’re supposed to cut off all of the dangling fat.

454




PP-WLC Let's talk to the Line Leader
CCP Unit 21331

. When to say it...

I have a problem. Thanks a lot!

What did you say about the... May I talk with you, please?

Can you help me, please? “What does dangling mean?
Excuse me, I’d like to speak with you a minute. Would you please repeat that?
Thanks a lot for your help. “Take what to the freezer?”

Good morning, could I ask you a question? Thank you. I appreciate your help.
I’m sorry, but I don’t understand... Could you speak more slowly?

Write each phrase above in the category below where it belongs.

Phrases to open _a_conversation:

Phrases to present a problem:

Phrases to close a conversation:

Phrases to show that vou don’t understand :

W
-
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‘ WORKPLACE LITERACY CURRICULUM
CAREER ENHANCEMENT PROGRAM

SECTION V
MERCK AND CO., INC.

Module ...ttt enneneneeneeeonconnnns Equipment Operatlon
Outlline of Competencles
Post-test

Module 2. ...iieteinnneiieenneeonsoonnnnsns Isolation Processes
OQutline of Competencies
Post-test

ModULIE B, iiiiiiiitieeeneeeeeeeeenneaoensssnnsns Chemical Safety
Outline of Competencies
Post-test

Module 4....iiiiiiiiineneeeenneececnnnnnnnnans Unit Operations
Outline of Competencies

Post-test
L

ModUlEe B, iiii ittt teieneeeeeeeeenoeenonssssansa Instrumentation
Outlline of Competencles -
Post-test




. MODULE I:

EQUIPMENT CPERATION

jals: Merck Manual - Equipment Operatjon - revised
edition
Evaluation: - pretest (written)
. - post test (oral or written)
- supervisory
Topic Competencies
I. VESSELS AND REACTORS a. know the differences between

II.

VALVES

reactors and vessels

understand the operation of
reactors and vessels

fdentify materials and
services of vessels and
reactors

know construction advantages
of vessels and reactors

. understand safety

precautions In the operation
of vessels and reactors

-~

identify the parts of a
valve

. know the purposes and

proper uses of valves

recognize malfunctioning
valves

. understand advantages and

disadvantages of particular
valves

. know how a safety relief

valve works




IIT. PUMPS

IV. HEAT EXCHANGERS

know the uses of a pump
recognize types of pumps

understand advantages and
disadvantages of kinds of
pumps

recognize problems that
develop with pumps

identify the parts of a
pump

be able to operate a pump
properly

know the uses of heat
exchangers

understand the factors
that can affect heat
exchangers

know where heat exchangers
are used on the job

-
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MODULE II:

ISOLATION PROCESSES

Materials: Merck Manual - )
editi
Evaluation: - pretest (written)

I. Solubijlity

II.

III.

post test (oral or
supervisory

and Crystallizatio
a.

Distillation

Liquid-Liquid Extraction
i.

tion C - revised
on

written)

n

understand the various
types of solutions

. know the effect of

temperature and pressure
on solutions

. grasp the reasons which

affect crystal size

. know the factors that

affect solubilijty

. know the states of matter

. urnderstand distildiation

and its physical changes

know reasons for
improving the efficlency
of distillation

recognize the problems
of distillation and how
to solve them

know the complexities
involved with
liquid-liqulid extraction

know the properties of
an extracting solvent

grasp the reasons for
improving the efficiency
of the liquid-liquid
extraction process
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MODULE III: CHEMICAL SAFETY

Materjals: Merck Manual - Chemjcal Safety
Evaluation: - pretest (written)
- post test (oral or written)
- supervisory

I. INTRODUCTION TO CHEMICAL SAFETY
a. know the forms or chemical
states of chemicals

b. understand how chemicals
enter the body

c. know the health hazards that
chemicals can cause
II. MSDS
d. grasp the uses of the MSDS

e. know the purposes of the
MSDS

II. TOXICOLOGY
f. know symptoms of -ingesting
polison

g. understand safe methods of
handling carcincogens

h. know what precautions are
needed In handling poisons

iV. REACTIVES
i. understand the proper
precautions needed in
handl ing reactives

Jj. know what conditions excite
reactlives

k. understand the conditions
that excite oxidizers




V. CORROSIVES

VI.

VII.

SOLVENTS

GASES

know the physical signs of
exposure to corrosives

understand how to store
corrosives properly

understand HAZMAT sign

deflne a solvent

understand the potential
health hazards Involved with
mishandl ing solvents

know the health problems
gases can cause

understand the proper way to
handle a gas cyllinder




MODULE 1IV:
Materialgs:

Evaluation:

Topjc
I. FILTRATION

II.

III.

DRYING

MILLING

UNIT OPERATIONS

Merck Manual

- Unjt Operatjions - revised

edition

pretest (written>

post test (oral or written>

supervisory

Competencies

a. understand flltration
principles

b. know filtration terms

c. understand principles of

centrifugal force

d. know method of changing a

filter

e. understand method of batch

drying

f. understand what affects
efficlency of drying

g. recognize problems that
might occur with the
vacuum Jjet

h. know what variables are
involved with efficient
milling

i. understand how to control
dust In milling operation

J. identify various mills
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. MODULE V: INSTRUMENTATION

Materjals: Merck Manual - Instrumentation - revised
edition
Evaluatjon: - pretest (written)
- post test (oral or written)
Topjc Competencies
I. PROCESSING a. understand the concept of

continuous processing

b. know variables involved in
processing

C. recognize process upsets

II. CONTROLLERS d. know the function of
primary elements or
sensors

e. understand how the control

. functions

f. identify instrumentation

-

g. lidentify parts of a valve

h. understand pneumatic
signals going to a valve

i. identify the parts of a
control loop




Cetting Dregsed for Werk

Rocco Turkeys, Inc.
(CCP Unit 21336)

Competencies

After completing this unit, the student should be able to:
* Ask for clothing supplies needed for work.
* Explain problems related to the clothing items
used at work. '

-

Skills Needed

* Requesting something politely
* Bringing up a problem

Vocabulary Needed

* Articles of clothing required for the job
* Requesting phrases
* Phrases to present a problem

Information Needed

* What kind of care is expected from employees
* What can be exchanged.
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® To the Teacher...
' Getting Dressed for Work

Ideas for introducing the unit:

* After students have finished the CCP Lesson 213361, review
with them the articles of clothing presented. Then ask them
what they need to wear to work.

* Show a picture of an employee dressed for work. See how
many articles of clothing students can identify. Ask if they ever have
problems with any of the items of clothing they use at work.

Ideas for presenting the information, skills and vocabulary needed:

* Give students the “Clothing Encyclopedia” which has a page for
each item of clothing used by employees.

a. Read and discuss several pages a day until all items have
been covered. As you go through each page make a list on
the board of the names of the items and vocabulary to talk
about problems with each one.

. b. Have students look through the book and choose the items
that they use. Then as a class, read and discuss the captions

for each item. If there are some items that no one in the class
uses, mention them at the end and discuss who would use them.

* Give students the “At the Supply Room” Dialogues. Read them as
a class or individually, then go back and make a list of the items
mentioned and the problems that were experienced with each one.

Ideas for practicing the information, skills and vocabulary.

* Supply Room Role play -- Students play the parts of the
supply room aid, and employees who need different supplies.

*  Make “Situation Cards” presenting different problems with clothing items.
Students decide whose fault the problem is and how it should be presented

to the supply room attendent.

Matching Worksheets -- Matching objects and names or drawing of
a certain problem with a phrase describing that problem.

»*

* Comprehension Questions on the encylopedia or dialogues.




To the Teacher . . . page2
Geting Dressed for Work

Ideas for practice (cont.)

* Play a game as a class using the 5”x7” pictures of items.

a. Hold up one picture at a time. The first student to identify it
correctly gets to hold that picture.

b. Divide the class into two groups. Appoint a secretary for
each groups. Line up the pictures where everyone can see
them. Give a time limit and see which group can identify the
most pictures within that time.

c. Display the pictures where they can be seen. One student
describes a problem with one of the items, but without using
the name of that item. The rest of the students identify which
item he or she is referring to. (Instead of a problem, students
may simply describe the iteam.)

W
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PP-Racco Getting Dressed for Work
CCP Unit 21336

@ | What did that say?

Use the Encylopedia of Company Clothing to answer the following questions.

1. There are four different kinds of protection for your hands. What are they?
2. Why is it important to make sure your boots fit you well when you buy them?
3. What do you need if you want to g§t a new apron?

4. What time is the processing supply room open?

5. Who wears a red bump cap?

‘6. If you don’t like your earplugs, who should you talk to?

7. What kind of jobs require safety glasses?

8. Who wears a dust mask and special pants?

[£=]

. If you want to take something that is damaged back to the supply room to get a new one,
what do you need to know?

1", What sizes do gloves come in?

11. What is the difference between liners and rainbow gloves?

‘ 12. How can an employee get some plastic sleeves?

WS
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PP-Rocco Let's Get Dressed - Company Style
CCP Unit 21336

® What’s Wrong?

Match the phrase with the picture.

1.____Ithas aholeinit. a.
2. ____They are tom. - b
3. ___ It’s cracked. c.
. 4. It’s dirty. d.

5 __ It’'stoo big. e.

6. ___ They’re too small. f.

%35




PP Roceo Tet's Giet Dressed - Company Styte
CCP Unit 21336

What is this?

Match the items of clothing with the names on the left.

1. ____ boots

2. ____ earplugs

3. ___ dustmask

4. ____ earmuwi

5. _____ safetyglasses
6. ___ liners

1. ___ bumpcap

8. __ earband

9. ____ armguard
10. ____ plastic sieeve
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POULTRY PLANT ESL CURRICULUM
GET DRESSED - COMPANY STYLE

Dialoque .
- . ‘:..:‘“ B

David Is a new worker at Rocco Turkeys, Dayton, Virginia.

He works "on the line" using scissors to cut turkeys. David
wears earplugs on the Jjob. He’s had a problem with the
earplugs since he started his new job. When it’s his turn
for a break, he finds his supervisor, Bob, and talks with
him.

~
+

DAVID:
Hey, Bob, may I talk with you a minute? =

BOB: . .

Sure thing. I‘’m Just on my way to get a cup of'gbffee.
What can I help you with? -

DAVID:

I have a problem with my earplugs, Bob. They’ve been making
my ears hurt. I tried a different palr, but it seems that
this kind of earplug irritates my ears.

BOB:

Once in awhlle someone has that problem. Since “you’ve
already tried a different pair of plugs and it didn‘t help,
you may want to try using an earmuff Iinstead. -

DAVID:

I’/m willing to try anything! 1I‘’m tired of my ears ringing
all the way home from work . -

BOB:

Let me write a note to the supply room attendant. She’1l
glve you a pair of earmuffs to try.

DAVID:
Thanks, Bob. Sorry I took time away from your break.

BOB:

No problem. See you later! And let me know how'fhe
earmuffs work.

ofNi
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‘ Dialogue I,
Scene II.

David Is continuing to have problems with whatevér he puts
on his ears for work. He’s tried earplugs and earmuffs.
| Both cause his ears to hurt when he wears them afd h!s ears
ring after wearing them. His supervisor, Bob, suggests that
he go to the Rocco nurse, Mary, to see what can be done.

DAVID:
Mary, my supervisor Bob said I should talk to you about the
problem I‘m having with my earplugs. Do you have a minute?

MARY : “ -
Just a sec. Let me finish with this form.

4
I'.
]

Now, what can I help you with?

— -

H:

DAVID:
I feel silly coming in here, but my ears have been .irritated
constantly since I began working here at Rocco. ~T tried
different pairs of earplugs and then my supervisor gave me
earmuffs to wear. I can’t get used to any of them. Do you
have any ldeas of what I can do?

‘ MARY:

Well, David, I can lssue you an earband to try. . That’s
about the last resort. If you continue to have problems,
you may need to check with a doctor.

Here’s the earband. Try this for the rest of the week and
come in on Friday to tell me how it worked. I think this

may be your answer. = -

DAVID: o

Thanks! I like my job here. I don’t want to have to quit
Just because of a problem with my ears!




POULTRY PLANT ESL CURRICULUM
GET DRESSED - COMPANY STYLE

Dialoque [,
Questions to Answer

1. Where does David work? (What company?)

2. What Jjob does he do?

-~

3. When David found Bob and talked to him, what was Bob on
his way to do? i -

—

Py
——

4. What was David’s flrst problem (in Scene I.22 .

5. What was David’s second problem (in Scene II.)?

***********************************************#************
Words to Know -

EARPLUGS EARMUFFS EARBANDS

—

1. Where do you get earplugs?

Where do you get earmuffs?

Where do you get earbands?

I I I H I I H I I I H K I I I I I I K I I N NI I I I I 2 I K KM KK NN K

IRRITATED RINGING ~ HURT
2. Fill in the sentences with the 3 words abovél
David’s ears when he wears his
earplugs. They become . Even when he

stops wearing the plugs, his ears keep

all the way home.




B3I I3 I 63 I 3 I I I I HIEHIEH I I IE I I I K I I K I K I I I I3 I 6 29 9 36 %
SUPERVISOR ATTENDANT ’ NURSE

3. Who Is your supervisor? _ -

Who is the supply room a;tendant? SN

Who ls Rocco’s nurse?

3696 36 36 363636 36 36 36 33 33 3363 3 I 3 36 I 3 336 36 I 3 6 36 3 96 9 3 36 36 36 36 36 3 36 36 36 36 36 3 36 96 36 36 36 3 36 3 3 3 3
Phraseg to Know

*do you have a minute?"

*Just a sec" < -

"see you later" -

*no problem" o -

*sure thlné'

“this may be your answer*

*the last resort®

"

1. When Qou are going home from work, you may say,

-

2, When you want to talk to someone, you may sﬁy,‘

-

3. When you think you can solve a problem, you may say,

q,. When you‘re glad to help someone, you may say,

or

5. When you have one final ldea, you may call it,

6. When you have to walt to help someone, you may say,

e
=




POULTRY PLANT ESL CURRICULUM
GET DRESSED - COMPANY STYLE

Dialogque II.

- -

Scene I,

-..-—
.:.o...

Sharon has worked at Rocco “Turkeys, Dayton, Virgiwia, for
six years. She has always taken good care of the apron she
wears at work and has never had a problem with a damaged
apron. But, she has a problem today!

PAM (Sharon’s friend):

Sharon, did you know you have a huge rip in your apron - in
the back? -

SHARON: e -

Oh no! How did that happen? It looks like It’s ready to be
cut in two. Do you think I should go get anothe;,one now or
can I wait until! lunch break?

PAM: =
You better go now. But, iIf I remember right, you‘re

supposed to go to your supervisor to have him sign something
before you can get a new one.

SHARON:

I think you’re right. This has never happened to me before.
But, this apron does look like it’s the oldest one around.

Here comes Bob, our supervisor. 1711 talk to him.

BOB:
Hi, Sharon. You look like you have a problem. j%f“

SHARON: -

Just look at the back of my apron and you‘l] see my problem.
Somehow I got a huge rip in the back. Do you need to sign
something for me to get a new one?

BOB:
Yes. 1711 sign my name right here on your apron and when
you take a lunch break, you can go to the supply room to get

a new one. I think this apron will stay togetheg until
lunch.

SHARON:

Thanks, Bob. I’ve worked here at Rocco for six years and
this Is the first time I1/ve had thls problem.

&
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Dialogue II.
Scene II.

It“’s lunch break and Sharon goes to the supply room for a
new apron. ' ' .

SHARON : - b
Hi, Barbara! I have a damaged apron so 1 had Bob, my

supervisor, sign it. Can I get a new one before thlis one
splits In two?

BARBARA:
Yes, I’11 get you another one. What’s your employee number?

SHARON::

Oh, dear. I never remember lt. Could I take the apron now
and bring in my number later?

———

BARBARA : nal

Sorry, I have a rule to follow. I need your number. before
giving out or exchanging any suppllies. -

SHARON:

OK. I guess a rule is a rule. I‘m going to lunch and then
I’1]1 be back with my number. See you later.

an
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. POULTRY PLANT ESL CURRICULUM
GET DRESSED - COMPANY STYLE

.:. -
Questions to Answer b

i. Sharon talked to 3 people about her problem. Who?
First,

Then,

Lastly,

2. What was Sharon’s problem? SR

——

3. In Scene 1., what did Sharon need to get before she
could get a new apron? -

‘ 4, In Scene 1I., what did Sharon need to get before she
could get a new apron?

5. Does Sharon get a new apron at the end of Scene I1I?

——

3K 3 IEIEIE I I I H I I I I I I I I I I I I KW I I I I W I I I KW IWH WKWK HR

Wordg to Know
DAMAGED HUGE NEW OLDEST
1. Use the 4 words above Ipn the blanks,
Sharon’s apron was __ so she
wanted a one. She hadLa
rip in the back of the apron.
She sald her apron was the one

‘ around.

A
~1
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2. Use the same 4 words in the blanks.

When you buy something at the mall, it is usually

When something rips in two, it Is

A grandparent may be the in
the family.
If you have a iunch, you may not

want "a big supper. ¢
FPRVEVEVEVEVEVETEVEVEVEVEVEVEVEVETEVEVEVEVEVETEVEVEVETRVESVIVE S RET ST £ 2T S 3 33 20 2 2178812 3813 3
Yhat do vou think? i ——

i. What is your job at Rocco?

2. How long have you worked at Rocco?

3. What is one problem you have had with the c¢lothing you
wear for work?

_—

4. Can you think of a funny thing that happeneﬂfat work
with the special clothing_all emp loyees wear? =

5. If you could change the clothing employees have to
wear, what would you change?
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POULTRY PLANT (ROCCO> ESL CURRICULUM
GET DRESSED - COMPANY STYLE

I

Answer Key:
Dialogue I. Questijons

Q £ to B . —
i. Rocco Turkeys, Dayton, Virginia

2. He works "on the line" using scissors to cut turkeys.
3. get a cup of coffee

4, Higs earplugs are making his ears hurt.

5. His earmuffs make his ears hurt as well.

¥Words to Know
i. - from the supply room
- from your supervisor (The supervisor maynsend a note
to the supply room.)
- from the first ald office (Rocco’s nursed., —
2. hurt, irritated, ringing
3. answers will vary

(The supply room attendant is Barbara Knott )

~ Phraseg to Know

i. see you later

2. do you have a minute?
3. this may be your answer
4, no problem, sure thing
5. the last resort

6. Just a sec

Total: 20 questions and answers

que . Q

r
1. Pam, Bob, Barbara
2. She had a huge rip in her apron.
3. She needed her supervisor’s signature on her apron.
4, She needed her employee number.

S. no
Words to Know
i, damaged, new, huge, oldest

2. new, damaged, oldest, huge

What do you think?: answers will vary

Total: 20 questions and answers




ROCCO CLOTHING
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ACROSS CLUES

used under plastic gloves and
make plastic gloves rore
comfortable

worn to protect an employee’s
head

worn on an employee’s hair
worn on an employee’s feet
worn only by hangers over an
employee’s mouth

worn by employees who use
scissors, knives and air tools
worn over an employee’s legs

WORD LIST: ROCCO CLOTHING

BOOTS HAIRNET

BUMPCAP JACKET

" O ASK LINERS
PANTS

DOWN
2.
4.
5.

11,

CLUES

dark in color, worn to keep hands
warm

help to avoid a rash on an
employee’s arms

worn over other clothing; an
employee in maintenance wears a
blue one

must be worn by employees who
work with chemicals

come from the supply room but if
they don‘t work earmuffs or
earbands may be used

PLASTICSLEEVES
RAINBOWGLOVES
SAFETYGLASSES
STEELMESHGLOVES




ROCCO CLOTHING

ANSWERS:
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Encyclopedia of
Company Clothing
Rocco Turkeys, Inc.
Helpful Phrases
I'd like to exchange these ... Excuse me, this ...... is damaged.
I'd like to exchange this ... Ezcuse me, these .... are damaged.
May I have some ... I have a problem with these...
May I have a ... ~ I have a problem with this ...
I need s-ome I'd like to buy a...
Ineeda .. I'd like to buy some ...




Supply Room
Hours
Eviscerating _
5:00-6:15 a.m.

1:30-3:00 p.m.
8:00-flexible

Processing

5:45-8:15 a.m.
3:30-5:30 p.m.

Barbara Knott is the Supply Room Attendant.

CLOTHING SUPPLIES FOR
AN EMPLOYEE'S

FEAD AND FACE

a
| -~
]




Supply Room Regulations

1. The supplies that you received free will be replaced at no cost if you trade in the
old item. If you don't have the old item to trade in, you will have to pay for the new
item, unless your supervisor approves the new item in writing. When you go to the
supply room, be sure you know your employee numberand your department
number.

2. Any item (except boots) that is no good will be replaced if you can show the supply
room attendant the damage. When you go to the supply room, be sure you know your
employee number and your department number.

HAIRNET and BEARDNET




BUMP CAP

' A bump cap protects and employee’s head. The color of the cap is important.

Yellow = Worker

Green Supervisor

Red = Manager

White = Inspector
or VIiP

DUST MASK

Live Hangers are the employees who wear the dust mask.

o15




SAFETY GLASSES
® AND GOGGLES

Safety glasses or goggles
are required for jobs with
chemicals. Anyone else may
also use them. If you want
some safety glasses, you
should ask your supervisor.

EARPLUGS, EARMUFFS and EARBANDS

Earplugs are handed out in the supply room. They are available in two sizes: small and mectum
To exchange your earplugs, you need at least half of them. That means one plug and more than half ot e cord.
Earmuffs are available from your supervisor and earbands are available from the first aid office. If you

have a problem with your earplugs, talk to your supervisor. If the problem continues, go to the first aid
office.




CLOTHING SUPPLIES FOR
AN EMPLOYEE’'S

HANDS AND ARMS

‘ Liners are cloth gloves that can be used under plastic
gloves. They make plastic gloves more comfortable.

BEST COPY AVAILABLE




GLOVES

Gloves are plastic. They come in different sizes
7,8,9 and 10. Gloves may split open or tearif they
are pulled too hardor if they are too small.

RAINBOW
GLOVES

Rainbow gloves are darker in color and heavier than liners. People
. who work in the freezer use them because they keep their hands warm.

W) |
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STEEL MESH

(SAFETY)
GLOVES and

ARM _GUARDS

Steel mesh gloves and arm guards must be worn for jobs using
scissors, knives and air tools (for example, neck guns and tail guns).

CLOTHING SUPPLIES FOR
AN EMPLOYEE'S

BODY




PLASTIC
@ SLEEVES

Plastic sleeves are used for comfort. They help to preventarash
on an employee's arms. You can buy a pair of plastic sleeves for $1.10.

You must take care of
your own coat. You can
get a clean coat if you
turn in your dirty coat.

If you don't have a coat
to turn in, you cannot
get a clean one.

Blue coats are for
people who work in
maintenance.

o_ JACKET (COAT)




Your apron keeps
your clothing dry. If
your apron is damaged,
you must talk to your
supervisor, The
supervisor must sign
the apron so that you
can get another apron
without charge. You
also need your
employee number to
get a new apron.

s

CLOTHING SUPPLIES FOR
AN EMPLOYEE'S

FEET
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BOOTS

You can buy
boots in the supply
room. You must
know your
employee number
and your
department numbar
to get boots. Make
sure that the
boots fit you
well when you buy
them because you
cannot take boots
back to trade them
in.




® Let’s Talk to the Superviser

Rocco Turkeys, Inc.
(CCP Unit 21331 or 21337)

Competencies

After completing this unit the student should be able to:
* Approach his or her supervisor with a question or problem.
* Ask for clarification when he or she doesn’t understand what the
supervisor says.

Skills Needed

* approaching someone to open a conversation

* raising a question or problem in a conversation -

* expressing lack of understanding

* closing a conversation

* understanding which questions or problems are appropriate to present

Vocabulary Needed

* That which is necessary to explain the problem.
* Phrases to open and close conversations
* Phrases to ask for clarification

Information Needed

* What American supervisors expect their employees
to talk to them about

* How, when, and where American supervisors expect
employees to approach them.

e
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To the Teacher...
Let’s Talk...

Ideas for introducing the unit:

* Use the book, English for the Workplace ESL for Action Unit IIl, Lesson 3 “Talking
with the Boss” p. 46 -- Read the dialogue and discuss the situation. Ask students to
share experiences or problems that they have had talking with their supervisor.

* Do an LEA story as a class about talking with your supervisor.

* Present a sample problem situation on the job and ask students what wouid be
the best thing to do. Ask what problems they have encountered talking with their
supervisor.

* Give students some complicated directions for doing something. Watch to see what
their reaction is when they don'’t understand, and then talk about what they cari do when

they don't understand something. ‘

Ideas for presenting the information, skills and vocabulary needed:

* Give students the “Conversation Guidelines” sheet which includes
several phrases which may be useful in talking with their supervisor. Go over the
sheet making sure that the students understand each part.. Discuss as a class when
it’s appropriate to talk to the supervisor and fill in the botiom of the paper.

Ideas for practicing the information, skills and vocabulary:

~

* Make “Conversation Cards” on 3”x5” cards that contain a problem, an
opening phrase, a problem-presenting phrase, vocabulary needed for the
prcblem and a thank you phrase.  Give each student a different card and
have them practice approaching you or an aide to present their problem.

* Have students work in small groups to write a model dialog where an employee

approaches the supervisor about a specific problem.

* Have a worksheet with all the phrases talked about and have students
group them into the appropriate uses.

Write some dialogues where employees use the wrong phrases or don’t ask
for clarification and as a result the conversation turns out in misunderstanding.
Have students rewrite the dialogue using the phrases they have learned.

* Make alist of problems which people may encounter in their work and
have students identify which ones would be appropriate to go to the
supervisor with.

Ideas for helping students apply what they are learning:

* Give each student a question to ask their supervisor and have them discuss the
answers they get and their experiences in the next class. -

o024




o To the Teacher ... page 2
Let’s Talk...

Some Common Situations Where Employees
Need to Talk with their Supervisors

* To arrange to leave early from work.

* To go to the nurse’s office for aspirin, a band-aid, etc.

* To check on the work schedule, for example, if the employee needs to work on
Saturday or Sunday, or to see if there is overtime work available.

* To ask to be switched to a different position within the line because of a physical
problem.

* To report an accident on the job.

* To report problems with tools or machinery.

Discuss with students to generate more situations.

o
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PP-Rocco Let’s talk to the Supervisor
CCP Unit 21331

Let’s Talk to the Supervisor
A Conversation Guide

Where to begin...

Excuse me, I'd like to speak with you a minute.
Good morning, could I ask you a question?
May I talk with you, please?

On _to the problem...

I have a problem.
Can you help me, please?
I’'m sorry, but I don’t understand...

And _if vou still don’t understand...

Would you please repeat that?
What did you say about the...
Could you speak more slowly?

or, repeat the part that you understood... for example, you hear,

" “Take tnEtpawivo to the freezer.”
You say, “ Take what to the freezer?”
or, ‘“What do you want me to take to the freezer?”

or, “ What does meEtpwivo mean?”

And then it’s back to work...

Thanks a lot for your help.

Thank you. 1 appreciate your help. And Smile!!!
Thanks a lot!

What dn vou think?

1. When is a good time to talk to your supervisor?
2. When is a bad time to talk to your supervisor?
3. Where is a good place to talk to your supervisor?

4. Where is a bad place to talk to your supervisor?




PP -Rocco Let’s Talk to the Supervisor
CCP Unit 21331

You Say It

Characters: Martin, an emplcyee whose job is trimming thighs.
Sandy, Martin’s supervisor.

Problem: Martin sprained his wrist while he was playing basketball
over the weekend. He can’t use the scissors very well, and .
wants to do a different job until his arm feels better.

Your job: Write the conversation between Martin and Sandy.
Use M for Martin and S for Sandy.

3 3k 3k ok ok ok 3k ok ok ok ok ok ok 3k ok ok ok ok ok sk ok sk ok sk sk ok sk ok ok sk sk 3k ok ok ok sk sk ko ok sk ok ok sk sk ok ok ok ok ok ok ok ok ok sk ke ok sk sk ok ok ok ok ok

M:

¥ X K K X K K X ¥ X X X X ¥ K K X ¥ K X K K ¥ ¥

ek 3k ok ok ok 3k ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok 3k 3k ok ok ok ok ok ok sk ok ok ok sk sk ko ok ok sk sk sk sk ok 3k ok ok ok ke ok ok ok ok ok s ok ok ok ok ok oK ok K
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PP-Rocco Let’s talk to the Supervisor

. CCP Unit 21331

What did you say???

What could you say if you don’t understand the underlined word?

1. The people in eviscerating are on break right now.

2. The dispensary will be closed for half an hour.

3. Tell him that the chute is full of meat.

. 4. You’ll need a bump cap if you want to work in that area.

5. The customers were complaining because there was too much gristle with
the meat.

6. We’re supposed to cut off all of the dangling fat.

¢
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PP-Rocco Let's talk to the Supervisor
CCP Unit 21331

When to say it...

I have a problem. Thanks a lot!

What did you say about the... May I talk with you, please?

Can you help me, please? “What does dangling mean?
Excuse me, I’d like to speak with you a minute. Would you please repeat that?
Thanks a lot for your help. ‘Take what to the freezer?”

Good moming, could I ask you a question? Thank you. I appreciate your help.
I’m sorry, but I don’t understand... Could you speak more slowly?

Write each phrase above in the category below where it belongs.

Phrases to open a conversation:

Phrases to present a_problem:

Phrases t» close a conversation:

Phrases to show that you don’t understand :

|
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Cetting Dressed for Werk

Wampler - Longacare Chickens
(CCP Unit 21336)

Competencies
After completing this unit, the student should be able to:
* Ask for clothing supplies needed for work.

‘ * Explain problems related to the clothing iterns
used at work.

Skills Needed

* Requesting something politely
* Bringing up a problem

Vocabulary Needed

* Articles of clothing required for the job
* Requesting phrases
* Phrases to present a problem

Information Needed
* What kind of care is expected from employees

* What can be exchanged.
* What is necessary in order to exchange something.

O ‘ 530




® To the Teacher. ..
Getting Dressed for Work (WLC)

Ideas for introducing the unit:

* After students have finished the CCP Lesson 213361, review

with them the articles of clothing presented. Then ask them
what they need to wear to work.

* Show a picture of employees dressed for work. See how
many articles of clothing students can identify. Ask if they ever have
problems with any of the items of clothing they use at work.

Ideas for presenting the information, skills and vocabulary needed:

* Give students the “Clothing Encyclopedia” which has a page for
each item of clothing used by employees.
a. Read and discuss several pages a day until all items have
been covered. As you go through each page make a list on
the board of the names of the items and vocabulary to talk
about problems with each one.
b. Have students look through the book and choose the items
. that they use. Then as a class, read and discuss the captions
for each item. If there are some items that no one in the class
uses, mention them at the end and discuss who would use them.

* Give students the “At the Supply Room” Dialogues. Read them as

a class or individually, then go back and make a list of the items
mentioned and the problems that were experienced with each one.

Ideas for practicing the information, skills and vocabulary.

* Supply Room Role play -- Stwdents play the parts of the
supply room aid, and employees who need different supplies. You can use

the mounted pictures to represent the items that the supply room
attendant gives the employees.

* Make “Situation Cards” presenting different problems with clothing items.

Students decide whose fault the problem is and how it should be presented
fo the supply room attendent.

* Matching Worksheets -- Matching objects and names or drawing of
a certain problem with a phrase describing that problem.

* Comprehension Questions on the encylopedia or dialogues.

<
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To the Teacher. . . page2
. Geting Dressed for Work

Ideas for practice (cont.)

* Play a game as a class using the §”x7” pictures of items.

a. Hold up one picture at a time. The first student to identify it
correctly gets to hold that picture.

b. Divide the class into two groups. Appoint a secretary for
each groups. Line up the pictures where everyone can see
them. Give a time limit and see which group can identify the
most pictures within that time.

c. Display the pictures where they can be seen. One student
describes a problem with one of the items, but without using
the name of that item. The rest of the students identify which
item he or she is referring to. (Instead of a problem, students
may simply describe the item.)

o
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PP-WLC Getting Dressed for Work
CCP Unit 21336

What did that say?

Use the Encylopedia of Company Clothing to answer the following questions.
1. When do you have to pay for items of clothing that you get in the supply recom?

2. Your supervisor or line leader will give you three pairs of disposable gloves every
day. What should you do if you want more than three pairs?

3. What do you wear under the plastic or disposable gloves to help keep your hands
warm?

4. When can you get a new pair of boots?

5. Who wears a red bump cap?

6. If youdon’t like your earplugs, who should you talk to?

1. What kind of jobs require safety glasses?

8. What should you do if your smock gets dirty or wet while you are working?
9. When can you get a new hairnet?

10. What special kind of gloves are required for people who work with knives?

11. Which employees wear a blue apron?

12. How can an employee get a wrist band?

O
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Pl-wLe  lets et Dressed - Company Style
CCP Unit 21336

o What’s Wrong?

Match the phrase with the piclure.

1. It has a hole in it. a.
2. They are tomn. b.
3. It’s cracked. C.

4. __ It’s dirty. d.
5. It'stoo big. e.
6. ___ They're too small. f.

an
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PP-WLC Getting Dressed for Work .
CCP Unit 21336

®  What is this?

Match the items of clothing with the names on the left.

1. ___ boots

2. ___ .ea.rplugs
3.’ . wrist band
4. | ea;'muﬂ‘

.S. __ safety glasses

6. — gloves
\
7. ___ hairnet
8. ___ apron
9. ___ hard hat
10. ___ plastic sleeve \ ’




POULTRY PLANT ESL CURRICULUM
. GET DRESSED ~ COMPANY STYLE

Dialogue ], -

Scene . -

David is a new worker at WﬂC,”Tlmberville, Virginia. He
works "on the line" using scissors to cut chickens. David
wears earplugs on the job. He’s had a problem with the
earplugs since he started his new job. When it’s his turn

for a break, he finds hls supervisor, Bob, and talks with
him.

DAVID:  °

Hey, Bob, may I talk with you a minute?

e

BOB:

Sure thing. I’m just on my way to get a cup of coffee.
What can I help you with?

DAVID:

I have a problem with my earplugs, Bob. They’ve been making
my ears hurt.

BOB:

. Once In awhile someone has that problem. The supply room
has four kinds of earplugs. Why don‘t you go there and
check them out. If you turn In the pair you have, you may
get a different kind free.

-

DAVID:

I’'m willing to try anything! 1I‘m tired of my ears ringing
all the way home from work. o

- -

BOB:

Let me write a note to the supply room attendant. She‘ll be
sure to let you try another pair.

DAVID:
Thanks, Bob. Sorry I took time away from your break.

BOB:

No problem. See you later! And let me know how{another
kind works.

|
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Dialogue T,
. Scene 1.

David Is continuing to have problems with whatever. he puts
on his ears for work. He’s trled all four different kinds
of earplugs. They all cause his ears to hurt when_he wears
them and his ears ring after wearing them. His supervlsor,
Bob, suggests that he go to WLC’s nurse, Shella, to see what
can be done.

DAVID:
Sheila, my supervisor Bob said I should talk to you about
the problem I‘’m having with my earplugs. Do you have a

minute? .

SHEILA: :
Just a sec. Let me finish with this form. =
Now, what can I help you with? >
DAVID: =

I feel silly coming in here, but my ears have been lrrltated
constantly since I began working here at WLC. I’ve tried
all the different kinds of earplugs that are in the supply
rcom. I can’t get used to any of them. Do you have any

() ideas of what I can do?

SHEILA:

Well, David, I can iIssue you an earmuff to try. That s
about the last resort. If you continue to have problems
you may need to check with a doctor. -

Take this form to the supply room and you’ll get an earmuff
to wear. Try It for the rest of the week and come In on

Friday ts tell me how lt.worked. I think this may be your
answer.

DAVID:

Thanks! I like my job here. I don‘t want to have to qulit
Just because of a problem with my ears!

Lo |
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. POULTRY PLANT (WLC) ESL CURRICULUM
GET DRESSED - COMPANY STYLE

Dialogue 1. -
Questions to Answer

fq

i 1. - Where does David work? (What company?)

2. wWhat Job does he do?

‘

3. Wnen David found Bob and talked to him, what was Bob on
his way to do? e -

4. What was David’s problem (in Scene 1.)? oL

‘ 5. Was David’s problem solved before Scene I1I1.?

-
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Words to Know -

IRRITATED - RINGING _. HURT
1. Fill in the sentences with the 3 words above.

David’s ears when he wears his

earplugs. They become Even when he

stops wearling the plugs, his ears keep

all the way home.

36 3 3 3 36 K 3 3 I H KK H I KKK, HK K I I H I I K] H I I I I K H I I I I K333 I K 3 I 3K HHHH

SUPERVISOR ATTENDANT NURSE
2. ¥ho Is your supervisor?
‘ Who Is the supply room attendant?

Who is WLC’s nurse?

we
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Phrases to Know
*do you have a minute?"
*Just a sec*
"see you later"
*no problem"
"*sure thing"
“this may be your answer"

“the last resort"

1. When you are going home from work, you may Sayy”
2. When you want to talk to someone, you may say,
l 3. When you think you can solve a problem, you may say,
4. When you‘re glad to help someone, you may say,
_ or _
S. When you have one fjnal ldea, you may call fi,
6. When you have to wait to help someone, you may say,
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What do you think?

1. On my break I like to

2. I sometimes have a problem with

3. When I get tired I
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POULTRY PLANT ESL CURRICULUM
GET DRESSED - COMPANY STYLE

Dialogque IJ. -

Scepe I. =T

Sharon has worked at Wamp]éf-ﬁongacre Chickens, Timberville,
Virginla, for six years. She has always taken good care of

the smock she wears at work and has never had a problem with
a dirty or damaged one. But, she has a problem today!

PAM (Sharon’s friend):

Sharon, did you know you have a huge rip In your smock - in
the back? °

SHARON: -

Oh no! How did that happen? It looks llke It’s ready to be
cut in two. Do you think I should go get another®®ie now or
can I wait until lunch break?

PAM:
Why don‘t you ask Bob, the supervisor, |[f yYyOou can go now?

SHARON:

There’s Bob, coming thls way. 1711 ask his advice. This
has never happened to me before. But, this apron does lcok

llke it’s the oldest one around. .
BOB:

Hi, Sharon. You look llke you have a problem. -
SHARON:

Just look at the back of my smock and you’11l seeiﬁy problem.
Somehow I got a huge rip..in the back. Do you need to sign
something for me to get a new one?

BOB:

Yes. 1711 give you a note to take to the supply room. When
you take a lunch break, you can go to get a new one. I
think this smock will stay together until lunch.

SHARON::

Thanks, Bob. 1I‘ve worked here at WLC for six yeérs and this
is the first time I“ve had this problem.




Dialogue II.
Scene 1.

It’s lunch break and Sharon goes to the supply rgom for a
new smock. -

SHARON : o -
Hi, Barbara! I have a damaged smock so Bob, my supervisor,

gave me this note to get a new one. Can I get a new one
before thls one splits in two?

BARBARA :

Sure, 111 get you another one. Thls Is something new to

have happen to you. 1I/ve never had to qulace a dirty or
torn smock® for you before.

SHARON : e
You’re rlight. But, there’s a first time for everything.
Thanks! I‘’m on my way to lunch. e
BARBARA: -

Now, don‘’t forget to pick up your button when yoﬁrfurn in
that smock tonlght. Maybe today will be your first day to
be forgetful too!
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POULTRY PLANT (WLC> ESL CURRICULUM
GET DRESSED - CCMPANY STYLE

Djaloque II.

'

Questions to Answer

1, Sharon talked to 3 pedblé about her problem.~'Who?
First,

Then,

Lastly,

2. What was Sharon‘’s problem?

3. In Scene 1., what did Bob give Sharon?

4. In Scene II., what did Barbara give Sharon?

5. In Scene Il., what did Barbara remind Sharon to do?

-
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Words to Know =

-

DAMAGED HUGE NEW OLDEST
i. h W v .

Sharon’s smock was so she
wanted a one. She had a

rip in the back of the-smock.

She sald her smock was the one

around.
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2. Use the same 4 words in the blanks.
wWhen you buy something at the mall, it iIs ugually

When something rlps in two, It Is

A grandparent may be the in
the family.
If you have a lunch, you may not

want a blg supper.

{
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1. What is your Job at WLC?

2. How long have you worked at WLC?

3. What 1s one problem you have had with the clothing you
wear for work?

-—

4. - Can you think of a funny thing that happened at work
with the special clothing all employees wear? =

-

5. If you could change the clothing employees have to
wear, what would you change?




‘ POULTRY PLANT (WLC)> ESL CURRICULUM
GET DRESSED - COMPANY STYLE

"

Answer Key:
Dialoaque I. Questions o
t
1. WLC, Timberville, Virginia
2. He works "on the line* using scissors to cut chickens.
3. get a cup of coffee
4. His earplugs are making his ears hurt.
5. no

v t W

i. hurt, irritated, ringlng

2. answers will vary =
(Ths supply room attendants are Shriley Long and
Roberta Whetzel. The nurse is Sheila Higdomg. >~

Phrases to Know =
i. 3ee you later
2. do you have a minute?
3. this may be your answer
4, no problem, sure thing
. 5. the last resort
6. Just a sec

What do vou think?: answers will vary

Total: 20 questions and answers -

Dialogue II. Questions
Questions to Answer
i. Pam, Bob, Barbara
2. She had a huge rip In her smock.
3. a note to take to the supply room
4. a new smock
5. to pick up a button when she turns in her smock tcnight

Words to Know
1. damaged, new, huge, oldest
2. new, damaged, oldest, huge

¥hat do vou think?: answers will vary

Total: 20 questions and answers
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WLC CLOTHING
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ACROSS CLUES DOWN

3. worn to keep smock dry; 3 used
each day

7. worn on an employee’s hair; there
are 2 kinds

9. used to protect an employee’s
ears; there are 4 different kinds

10. protect an employee’s wrist
against injury

11. worn under disposable gloves to
keep hands warm

12, required on jobs that use
scissors, knives or other
equipment

[
.
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WORD LIST: WLC CLOTHING

APRON EARMUFFS
BOOTS HAIRNET
BUTTON LINERS
F‘PLUGS PLASTICGLOVES

¢
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CLUES

turned in each day for a clean
smock ”

. worn by hangéfs and others to

protect eyes
worn to keep hands dry; 3 used
each day

. may be asked for to protect an

employee’s arms from a rash

. worn on an employee’s feet
. may be used if earplugs don‘t

work

PLASTICSLEEVES
SAFETYGLOVES
SAFETYGLASSES
WRISTBANDS




ANSWERS: WLC CLOTHING
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Encyclopedia of

Company Clothing

Wampler - Longacre Chickens

Helpful Phrases

I'd like to exchange these ...
I'd like to exchange this ...

May I have some ...
May I have a ...

I need some ...
I need a ...

¢n
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Excuse me, this ...... is damaged.
Excuse me, these .... are damaged.

I have a problem with these...
I have a problem with this ...

I'd like to buy a...
I'd like to buy some ...




Welcome to the Supply Room!

Shirley Long and Roberta Whetzel are the Supply Room Attendants,

®
BRAD AND FACE
®
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Supply Room Regulations

1. The supplies that you received free will be replaced at no cost if you trade in the old item. If

you leave something at home or lose it, you will have to pay for it. You may pay cash or use
your social security number to charge it. :

2. If your clothing or equipment is damaged or dirty, it will be replaced free if you turn in the
old damaged or dirty item.

Hairnets come in three
different sizes: small,
medium and large.
There are two kinds of
hairnets, one is called
a bonnet and the other
is called a mesh
haiinet. You may get
anew hairnet when
the elastic wears out
on the old one. You
must turn in the old
hairnet to get a new one. |




A hard hat protects
an employee’s head.
The color of the hat
is important.

White = Worker
Blue = Line Leader
Red = Supervisor
Yellow = Sanitation

There are 4 kinds of

earplugs. You may
want to try different
kinds to see which
kind fits best. Please
keep track of your
earplugs. If you

lose them, you must
pay for them. If you
return a pair, you can
get a pair free.
Earmuffs are
available if the nurse
recommends them.

Red & Blue... $.80
All others.... $.60




There are two
kinds of safety
glasses. Employees
on certain jobs must
wear them, for
example, hangers
and people who work
in the eviscerating
room.

Safety Glasses

CLOTHING SUPPLIES FOR
AN EMPLOYEE’S

ELANDS AND ARNIS
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DISPOSABLE

GLOVES

Each day you receive 3 pairs of dispasable gloves.

(top) If you want more of these disposable gloves you
can buy them in the supply room for 10 ¢.

Cotton
GLOVES

Cotton gloves (bottom right) help to keep your hands

‘ warm.
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LINERS

Liners (bottom) are thin cloth gloves that can be used
under plastic gloves. They make plastic gloves more
comfortable and help keep your hands warm.

/

Plastic
GLOVES

The green plastje gloves are heavier than the
. disposable gloves. Tney also help to keep your hands

dry.
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STEEL MESH

and SAFETY
GLOVES

Steel mesh gloves (top) or safety gloves (bottom left) are
worn for jobs using knives”

PLASTIC
SLEEVES

Plastic sleeves are used for comfort. They help to prevent a rash
. on an employee’s arms. If you would like some plastic sleeves, you

should talk to the nurse.




® WRIST
BANDS

W rist bands can help support your wrist. If you think that you
you need a wrist band, you should go and talk to the nurse. She can help
you get one. There are three different kinds of wristbands. The nurse
will decide what kind is the best for you.

CLOTHING SUPPLIES FOR
AN EMPLOYEE’S
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There are many different sizes of smocks. You must take care of
your own smock. If your smock gets dirty while you are working, e T
youmay turn it in for a clean one. Atthe end of the day, whenyouturn = ST
in your smock, you will get a pink button. You can use the button to get Ty S
a smock the next day.

CLOTHING SUPPLIES FOR
AN EMPLOYEE'’S

FREET

|
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Each day you will recieve 3 disposable white aprons. There are
also blue aprons. The blue aprons are heavier than the white aprons.
They are not disposable. Only certain employees wear blue aprons,
for example, some of the people in eviscerating.

BOOTS

You can get
boots in the supply
room. When your
boots are worn out

bottom is very -—

ppery), you can get

er pair if you

the old pair back
the supply room
show the

nage.
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Let’s Talk to the Ling Leadse

Wampler-Longacre Chickens
(CCP Unit 21331 ar 21337)

Competencies

After completing this unit the student should be able to:
* Approach his or her line leader with a question or problem.
* Ask for clarification when he or she doesn’t understand what the
line leader says.

Skills Needed

* approaching someone to open a conversation

* raising a question or problem in a conversation

* expressing lack of understanding

* closing a conversation

* understanding which questions or problems are appropriate to present

Vocabulary Needed

* That which is necessary to explain the problem.
* Phrases to open and close conversations
* Phrases to ask for clarification

Information Needed

* What American supervisors expect their employees
to talk to them about

* How, when, and where American supervisors expect
employees to approach them.
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To the Teacher...
. Let’s Talk...(WLC)

Ideas for introducing the unit:

* Use the book, English for the Workplace ESL for Action Unit III, Lesson 3 “Talking
with the Boss” p. 46 -- Read the dialogue and discuss the situation. Ask students to
share experiences or problems that they have had talking with their line leader.

* Do an LEA story as a class about talking with your line leadef.

* Present a sample problem situation on the job and ask students what would be

the best thing to do. Ask what problems they have encountered talking with their
line leader.

* Give students some complicated directions for doing something. Watch to see what
their reaction is when they don'’t understand, and then talk about what they can do when

they don’t understand something. Ask if they ever have trouble understanding their line
leader.

Ideas for presenting the information, skills and vocabulary needed:

* Give students the “Conversation Guidelines” sheet which includes
several phrases which may be useful in talking with their line leader. Go over the
sheet making sure that rhe students understand each part.. Discuss as a class when
it’s appropriate to talk to the line leader and fill in the bottom of the paper.

.Ideas for practicing the information, skills and vocabulary:

* Make “Conversation Cards” on 3”x5” cards that contain a problem, an
opening phrase, a problem-presenting phrase, vocabulary needed for the
problem and a thank you phrase. Give each student a different card and
have them practice approaching you or an aide to present their problem.

* Have students work in small groups to write a model dialog where an employee
approaches the line leader about a specific problem.

* Have a worksheet with all the phrases talked about and have students
group them into the appropriate uses.

* Write some dialogues where employees use the wrong phrases or don’t ask
for clarification and as a result the conversation turns out in misunderstanding.
Have students rewrite the dialogue using the phrases they have learned.

* Make a list of problems which people may encounter in their work and

* have students identify which ones would be appropriate to go to the
line leader with.

Ideas for helping students apply what they are learning:

* Give each student a question to ask their line leader and have them discuss the
. answers they get and their experiences in the next class.
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To the Teacher ... page 2
Let’s Talk...(WLC)

. Some Common Situations Where Employees
Need to Talk with their Line Leaders

* To arrange to leave early from work.

* To go to the nurse’s office for aspirin, a band-aid, etc.

* To check on the work schedule, for example, if the employee needs to work on
Saturday or Sunday, or to see if there is overtime work available.

* To ask to be switched to a different position within the line because of a physical
problem.

* To report an accident on the job.

* To report problems with tools or machinery.

Discuss with students to generate more situations.
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PP-WLC Let’s Talk to the Line Leader
CCP Unit 21331

. Let’s Talk to the Line Leader

A Conversation Guide

Where to begin...

Excuse me, I'd like to speak with you a minute.
Good morning, could I ask you a question?
May I talk with you, please?

On to the problem...

I have a problem.
Can you help me, please?
I’'m sorry, but I don’t understand...

And if you still don’t understand...

Would you please repeat that?
What did you say about the...
Could you speak more slowly?

or, repeat the part that you understood... for example, you hear,

“Take tmEtpawivo to the freezer.”
You say, “ Take what to the freezer?”
or, ‘“What do you want me to take to the freezer?”

‘ . or, “ What does meErpwivo mean?”

And then it’s back to work...

Thanks a lot for your help.

Thank you. I appreciate your help. And Smilell!
Thanks a lot!

What do vou think?

[

. When is a good time to talk to your line leader?
2. When is a bad time to talk to your line leader?
3. Where is a good place to talk to your line leader?

4. Where is a bad place to talk to your line leader?

ob1




PP -WLC Let’s Talk to the Line Leader
CCP Unit 21331

You Say It

Characters: Mahn, an employee whose job is trimming thighs.
Sandy, Mahn's line leader.

Problem: Mahn sprained his wrist while he was playing basketball
over the weekend. He can’t use the scissors very well, and
wants to do a different job until his arm feels better.

Your job: Write the conversation between Mahn and Sandy.
Use M for Mahn and S for Sandy.

3 3k ok ok ok ok ok ok ok ok ok ok ok ok ok sk ok sk ok sk ok ok sk ok ok sk ok ok sk ok ok ok ok sk ok ok ok ok sk ok ok sk ok sk ok ok sk sk ok ok ok ok ok ok ok sk ok ok ok ok ok ok okok ok ok sk ok

M:

**************!*******

ook ok ok ok ok ok ok skook ok sk sk sk ok ok ok ok ok ok ok ok ok ok sk ok ok sk ok ok ok sk ok sk sk ok ok ok ok ok sk sk ok ok ok ok ok ok ok ok ok sk sk sk ok ok sk kok ko
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PP-WLC Let’sTtalk to the Line Leader
CCP Unit 21331

o What did you say???
What could you say if you don’t understand the underlined word?

1. The people in eviscerating are on break right now.

2. The dispensary will be closed for half an hour.

3. Tell him that the chute is full of meat.

4. You’ll need a bump cap if you want to work in that area.

5. The customers were complaining because there was too much gristle with
the meat.

6. We’re supposed to cut off all of the dangling fat.
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PP-WLC Let'stalk to the Line Leader
CCP Unit 21331

. When to say it...
I have a problem. Thanks a lot!
What did you say about the... May I talk with you, please?
Can you help me, please? “What does dangling mean?
Excuse me, I'd like to speak with you a minute. Would you please repeat that?
Thanks a lot for your help. “Take what to the freezer?”
Good morning, could I ask you a question? Thank you. I appreciate your help.
I’'m sorry, but I don’t understand... Could you speak more slowly?

Write each phrase above in the category below where it belongs.

Phrases to open a conversation:

Phrases to present a problem:

’

Phrases to close a conversation:

Phrases to _show that vou don’t understand :

"
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